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PREFACE TO THE FIFTH EDITION. 


It is with a feeling of pleasure and gratification that the author has been 
called upon to present to the public the fifth edition of Parker’s Manual. 
It certainly shows that his efforts have been appreciated. 

This edition, as in the fourth edition, covers the entire field of the Report- 
ing Style of Phonography, giving the most important forms, logograms, 
contractions and phrases used in reporting, together with ample material for 
dictation purposes, illustrating the various principles involved in each lesson. 
The key to the phrases, letters and testimony, is in facsimile typewriting, 
which the author believes to be an improvement. 

The four lectures and the legal work which appeared in former editions, 
have been eliminated from this edition and added to Parker’s Dictation, a 
dictation book just published by the author, and which should be taken up 
after Parker’s Manual has been completed. 

The author feels that if this edition meets with the success of former 
editions, his efforts will have been well repaid. 
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TO TEACHERS. 


Parker’s Manual of Shorthand, with Forms and Phrases, is not intended 
for beginners, but for those who have mastered the fundamental principles of 
phonography and know something of typewriting. It is made up of two parts, 
viz.—Part I, which contains a list of the most important shorthand forms, 
logograms, contractions and phrases used in reporting, with ample engraved 
exercises illustrating the various principles; and Part II which contains a 
key to the phrase list and engraved shorthand exercises in PartI. In taking 
up Part I, assign as many pages for a lesson as you may deem proper, and then 
see to it that the lesson is thoroughly mastered. Each day review several 
times the lesson of the preceding day. 

Part II may be used in conjunction with Part I as a typewriter manual. 
In taking up the phrases let the student make a transcript on the typewriter 
from his shorthand notes, according to sample page given in Part II. When 
letter-writing is taken up, don’t pass a single lesson until the letters contained 
therein can be transcribed in the required time with neatness and accuracy, 
and so on with all the exercises in the Manual. 

For the purpose of gaining and testing speed in shorthand and typewriting 
the number of words in each exercise have been counted and marked. At 
the end of each article will be found the number of words contained therein 
and the time in which it is to be written in shorthand and transcribed 
on the typewriter. The letters are to be written in shorthand at the 
rate of one hundred and twenty-five words per minute and transcribed on the 
typewriter at the rate of thirty words per minute. The testimony is to be 
written in shorthand at the rate of one hundred and fifty words per minute 
and transcribed on the typewriter at the rate of forty words per minute. 

When the student has mastered this book, for further practice he is 


advised to take up Parker’s Dictation. 
EDWIN S. PARKER. 


POSITION WRITING. 


In the Reporting Style of Phonography three positions are recognized 
for all characters, viz.: 

First position, above the line. 

Second position, resting on the line. 

Third position, through the line for full length upright or sloping 
strokes, and under the line for all half length strokes and vowel signs. 

By placing an outline of a word in any one of the three positions the 
place of its accented vowel is indicated. An outline placed in the first 
position would indicate that the accented vowel of the word is a first place 
vowel; in the second position, a second place vowel and so on. 

As a rule, all words made up of one or two strokes (simple or with ap- 
pendages) are placed in position in accordance with their accented vowel. 

If the outline is made up of three or more strokes, it is generally 
preferable to place it in the second position, irrespective of the accented 
vowel. If, however, by so doing, such outline would conflict with some 
other word, it would be better to place it in position, according to the 
general rule, or insert a vowel. 

There are a few cases where words, whose meanings do not clash 
with other words, are placed in the second position, irrespective of the 
accented vowel, on account of their extremely frequent recurrence. 

There are also a few cases where words are written out of position in 
order to make a distinction between two similar forms which represent 
words of different meaning. 
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ILLUSTRATION OF WRITING IN POSITION. 


Horizontal strokes placed in the first position should be written the 


height of a Tee stroke above the line; second position, resting on the 
line; third position one-half the length of a Tee stroke below the line. 


Vertical or slanting strokes placed in the first position should be written 
one-half the length of a Tee stroke above the line; second position, 


resting on the line; third position, through the line. 
NN. 


- 


Combinations of two descending strokes. 


BION Sr enlace es See 2 Ete Dates. 
ate 
Combinations of two ascending strokes. 


GLENS 5 


A double length curved stroke to be written in a given position should 
begin at the same point as its corresponding single length stroke in its 


position and carried on in the direction of writing. 
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VOWEL LOGOGRAMS. 


, 3) 
Sree Ryd the eNo een tO Ee oemawhat 
j 
eerie call La SOD _.D. would 
; + 
Boose acansand | «said bute mn sae ye, year-s-ly 
x 
peeearall © eee 8 | nee Se on (up) EeCeety et 
la) 
_-\--. two-too Be Seen SHOULAK(UP) a eee beyond 
t . 
Sides already, awe _._ - how (up or down) in --A_— you 
“i phrasing 
Vv .@) 
Bedeembefore 2 99 ' | .seean I, high, aye Been iss his 
Late Oh, owe, O _/__. how Ole asshas 
) 
y ta 
Ps Fe ought, aught ___-~ he (down) Cee first 
@ 
Se Le WhO Easceeweewithigm mp ||. te cee 
N 
= of Caen WETS a Shae 


RULE FOR PHRASING “THE.” 


A ‘‘choid”’ or ‘‘roid”’ represents ‘‘the’’ in phrasing and is always joined 
to the preceding stroke. The vowel logograms are phrased as follows: 


> Zi ee ae 
Pca of the Po sone ihe Cseeissthe _.-.. beyond the 
--)--- to the _7.. should the -A..- as-has the x ee what the 
L- ¢ 
ones or the -..-.-.- how the Soe ee withthe _.2-.. would the 
4 


%-. but the _..-- and the .-G---Wwere the 


> 


NoOTE.—An ‘‘oid’’ represents a quarter length stroke. A quarter length ‘‘chay’’ would be 
read ‘‘choid’’ and a quarter length ‘‘ray,”’ “‘roid,”’ etc. 

“And the’’ is placed in the third position to make a wide distinction between ‘‘and the’’ and 
“to the.’” 
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RULES FOR PHRASING A-AN-AND. 


A-an-and are represented in phrasing by ‘‘koid’’ or ‘“‘toid’’ and are al- 
ways joined to the following word, with the exception of the oblique and 
horizontal ‘‘oid’’ logograms given below. ‘‘Koid’’ is used on all strokes 
except KAY, GAY, ES, ZEE, AR, and WAY on which “‘toid” is used. The 
“‘oids”’ for ‘‘a-an-and’’ are not affixed to the vertical ‘‘oid’’ word signs. 
The words ON, SHOULD, and HOW are struck down when followed by 
‘ta-an-and.’? Whenever it is inconvenient to phrase ‘‘a-an-and,”’ use a 
disjoined ‘‘koid’’ placed in the third position for these words, instead of 
using the dot. If you observe this rule you will never read ‘‘and’’ for 
‘*but’’ or vice versa. 


SS P > 
wee ae of a -—-- anda -----and is the ----- and what the 
ek 
SeetO Ais meine cose isa -Q.~and as-has the .-3-.. and would the 
a . 
eee ona POM staSid pn Peo cres and with thes ~~ SsSse and he 
aoe aN 
Se eeone SOU Amman eae andisa EiGaeerandewerer then ee =—=— a year 
eal We 
a how a OQ... andas-hasa ~--.~.and beyond the -ru--. and yet 
va 


SIMPLE STROKE LOGOGRAMS 


See oes weep ae | __. 40, day, defendant sees o oS SE RVe=n 

De up, pay aes had, due, advertise- -~——— -- 20. together 
a d-ment 

--\-- . hope, happy, party ___~____ each, watch Sess ago 

eee by, buy pete Lie which se aos if 


ee be ey SOE ae for 
DS tODC gre enor WR phir” 30 rs j ~Xe-e- half, few 


epee poe Pe time, commit, com- wh advantage, Jesus Sees ee ever 


| mittee 
Pelee it 28 -f-- . large, Jew oa have 
= ee At Out) As Ss eae common, Kingdom a Nes however, view 


SSressce Ole yy .come, country 


NorTe.—Some phrase ‘‘a-an-and”’ by joining the ticks to the preceding as well as the fol- 
lowing strokes, but practical experience has demonstrated that the above rule for phrasing 
these words is superior, especially in point of legibility. s 
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SIMPLE STROKE LOGOGRAMS. 


oe, ee 


ease, easy 
yi ee thank, thousand-th eels was 
( hath, youth 
Stein we thee, thy 8 use 
~A____ they, them ee wish, she 
ee thou, though ER shall-t, show 
we elalowe see, saw 


oe issue. 
hed 4 usual-ly 


Boece BEY 


-- a so, Say 


--- es us, use 


ey ae allow 
Lewes are (in phrasing— 


recollect) 


oe pale are (in phrasing) 
ee: our 


LEON 


eosin fey Thy 


--Z-—-\- him, may, am 


SIMPLE STROKE CONTRACTIONS. 


Se. yy ---- acknowledge-d WAS barbaric-ian 


Ee - Archbishop 


- architect-ure-al-ly 


ae Se benignant-ity 
Sa - assemble-d-y -. __. bishop 
BG. auspicious-ly-ness foes cabinet 
a average-d aes catholic-ism 


ie administrator fe change-d 
\ woe ak bank Ges chapter 


A_---— bankruptcy 
> baptize-d-ism-ist 


-\.)--— benevolent-ly-ence 


--- decapitate-d-tion 


eae .. democrat-ic-al-ly-cy 


Spies dignity-fy-ied 


Wan -- electric-al-ly-ity 
5 /- ~~ essential-ly 


Le -- especial-ly 


--+<— familiar-ly-ity 


inform-ed 


influential 


ees irregular-ly-ity 
ane insure-ance 


PE wa involve-d 


16 PARKER’S MANUAL OF SHORTHAND 


SIMPLE STROKE LOGOGRAMS. 


ta i (ee 
eee im portant=ce ey aoe ee thing, England, is hoe Our 
English 
~-4—-\— improve-d-ment, Co Se SO WH holy 
may be aN 
Wat 
Sh a aS in, any -~~~-~>-~--~- language, long, See WAY, 
along 
~™—~_. no, know wl ee WAY, See OW, 
FSIS AKONGAI --->)-- away SS ae knew, new 
ee 


SIMPLE STROKE CONTRACTIONS. 


ax ~~ —knowledge —=»~<> - - Memoranda s _ _. popular-ly— 
| ity 
or __ — legislate-d-ure ae navigate-d-or om \ _ public-ly= 
ity-sh-ed 
mek — — month mak ~-=. never aN republic 
Pee Gre 


Bee magnificent-ly-ce = _____\_omnipotent-ly-ce-y / | ____ regular-ly- 
ity 
~~ ~~ Magazine es -- omniscient-ly-ce-y 7 \ |) reform-ed 


_ __ _ Magnanimous-ly-ity 


_. orthodox-ly-y PON _. represent-ed 
cy; majesty-ic > __. object-ed Ave repugnant- 


a 


ly-ce 


! 
s 
a 


manufacture-d _-Z \_ perform-ed-ance technical-ity 


oa manufacturer es _ peculiar-ly-ity “AC - _ uniform 


_ perpendicular-ly.ity 


3 
D> 
a 
is 
> 
° 
Ss 
= 
wee 


\ 
{ 


CoD NN- -- Memoranaum _. punctual-ity 


‘ 
i} 
' 
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IMPORTANT FORMS AND LOGOGRAMS UNDER THE 
CIRCLES S-SES, LOOPS ST-STR. 


Bocas speak, speech, 


spoke 
ae special-ly 


Lina al _--Satisfy-ied 


TS Ga _ Satisfactory 
Es py . satisfactorily 


Peete CONSIST 


[ 


system 
Bee. itself, at ibis 


\ = eat first 


— ' 


SOO. OSG concede 


f -- said 


, 


ce sad 


Seen switch 


ae, ee ~-as much 
= VE . suggest-ed 


ps esiee a tapi religious 


no just 
kee f-- largest 


oO} 

See because 
py a) 

wis lar ar extraordinary 
[o aes 


se cant 


EO Os conceive 


signify-ied, signifi- 


CONTRACTIONS UNDER THE CIRCLE 


[ex administratrix 
--). --— aristocrat-ic-al- 
ly-cy 


SAG barbarous 


Dea barbarism 
2 oe celestial 


ness 
d-—_.- designate-d-tion 


ee despicable-y- 
ness 


dyspepsia-tic 


‘ _ distinct-ly-ness 


EAN - conspicuous-ly- 


ITN 


D 


o_O 


savior, several- 
ly 
these, thyself 


this, thus 

those 

seal, conceal 

sell, sale, sole, 
soul, console 

salvation 

seem, similar-ity 

some, same 

consume 


myself 


himself 


episcopal-ly-ity- 
ian 

example 

exchange-d 


executor 


executrix 
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IMPORTANT FORMS AND LOGOGRAMS UNDER THE 
CIRCLES S-SES, LOOPS ST-STR. 


almost 


<—=>.-. must, most 


seen, sin, sign, con- 
sign 


_.Q_~% . sane, son, sewn 


Aree eS soon, his own 


influence 


~ \_9..commence, hence 


--Q.- stenography-er 


Q-— stenographic 


--..O- United States, com- 


mences 


song 


-Q- sung 


singular-ly-ity, sing, 


Ee 


sang 
simple-y-icity 
--O--»~- somebody 


eaeeee — sample 


impossible-ity 


TS - yes, yours, 


yourself 


5 Le - yes, sir 


CONTRACTIONS UNDER THE CIRCLE S. 


a wie o \. expect-ed-ation 
spies extemporaneous-ly 
male _ , extinct-ness 
ee facetious-ly-ness 
fastidious-ly-ness 


House of Commons 


ee House of Parliament 


_ House of Represent- 
atives 


aa instinct-ive-ly 


=~_Q— Manuscript 


ne mistake 


ul -- misdemeanor 


4-8-N~- maximum 


-S — Nevertheless 
Ss purpose 


ee resemble-d 


aS. 


respect-ed-ful-ly 


sanctify 


subject-ed 


vice versa 


whatsoever 


whichsoever 


whosoever 


>< 


WITH FORMS AND PHRASES. 


PHRASE WRITING. 


As a rule, the first word of a phrase occupies its own position and the 
following word or words accommodate themselves to the position of the 
first; but in a few cases, the joined words accommodate themselves to the 


position of the second, for the sake of legibility. 


JOINED I. 


When ‘‘l’’ is phrased one-half of the vowel character is used, ‘‘poid’’ 
or “‘roid,’’ whichever forms the better angle. In the following and similar 


cases use ‘‘roid.’’ 


ACA Gz eae tase eS : 


3 SGC winonce 
SOY ee waar 


In the following and similar cases use ‘‘poid.”’ 


m ae PSP ERNE SE 


When ‘‘l’’ is joined to ‘*S” or ‘‘Z’’ the full form is used, as-, 


aN ae - = 


NoTE.—The ticks ‘‘a-an-and”’ and ‘“‘he”’ and the circles ‘‘is-his-as-has’’ when they begin a 


phrase may, at all times, accommodate themselves to the position of the following word. 


For Key to Phrases see Part II. 
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JOINED HE. 
The , ny) Fg oS fa Fe - fem 
8_ cate a i Ne is LU Se be A2 5 
JOINED YOU. 
Do nae. OR aR VN Vx 
Be a eae ae 
JOINED WE-WITH. 


ToS 
[252 On hack 


Aer ceo 


ere 
1 A ecb ff Lala Hala 


NotTe.—When ye circles come ae ne coalesce and form one large circle, as in the 
meting 7 pliers 
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JOINED US. 


BM oon one ae nee 3 oy, 


JOINED AS. 


JOINED TIME. 


8 ber beet Se 


OF THE 


The connective phrase ‘‘of the’’ may be indicated in most cases by 
writing the words between which it occurs close to each other, as, 


NoTe.—IJn phrasing ‘‘time’’ it is generally preferable to use the full form. 
In phrasing ‘‘week’’ the stroke ‘‘K’’ may be conveniently used in most cases with perfect 


safety. 


a 
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MISCELLANEOUS PHRASES. 


-2fs-efr 


x 


Ow. eee 
24 mee ae e aN re 


27 Lins ane — CALE. -x 


The complete alphabet, as phonographically expressed, which may be 
used to represent capital letters. 


wees Nee ee) ee 


4 8 6 DL EL Rec 


H ) K L M 


0 a R\c —S - Ke ) és 


N° -Q. PP OQ) eRe Si ai UV NY es 


Note.—In phrasing ‘‘you"’ the form may be inverted in many cases for convenience 


The tick ‘the’ should always be joined to the preceding stroke, except when followed by 
the word ‘“‘first,”’ when it may be joined to the following stroke. See line 26 
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LETTER WRITING 


One of the leading features of this work is the early introduction of 
letter writing. If the student is thoroughly familiar with the principles 
of shorthand up to and including the ST and STR lcops, and has mastered 
the forms and phrases in the preceding pages, he is then ready to proceed 
with the first six letters which follow. The student should first learn to 
read each set of letters without a moment’s hesitation and then proceed to 
practice them, writing each letter ten or twenty times, until all the char- 
acters can be made with speed, neatness and accuracy. The pupil should 
remember that it is only by repetition, writing words and phrases over 
many, many times that one can ever expect to increase his speed and be- 
come an expert stenographer. The pupil should make it a practice, also, 
to read everything he writes, that he may become familiar with his own 
style of writing. To be a first-class stenographer you should be capable 
not only of writing shorthand at the rate of 150 words per minute, but you 
should be able to read your notes readily and transcribe them on the type- 
writer with speed and accuracy. When you have completed the set of 
engraved letters you will have written fiftv-one, illustrating all of the 
principles of the Reporting Style of Phonography. Before taking up 
these letters, I desire to call your attention to six important points which 
they cover, viz.: 


ist. Fifty-one of the most common Christian names. 

2d. Fifty-one surnames of the most noted inventors, writers, poets, 
explorers, statesmen, generals, and admirals, including a complete list of 
the Presidents of the United States in their order. 

3d. The complete alphabet as phonographically expressed. 

4th. All the States of the Union. 

5th. The Capital of every State of the Union. 

6th. The most important word signs, contractions and phrases used in 


reporting. 


Note.—For full explanation of letter writing on the typewriter, see Letter Writing in 
Part Il. 
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LETTERS. 


| 
ae ey ENG ee 


oy eee Sa ety, — J x see 2 


ay < a 
aa oe HANGS ae wa x She 


OCA N PES Poe Gee 


2 
Be ee ee 
et LN ee Ee 
Se Gen tor’ Tt ONS. 
Sos etait a Mee same el 
3 
Sh a7 
Ao AEN Si Zee ee 


ie oe. OC Ga rw SO 


a Se ee 


NoOTE.—For Key to tle Letters, see Part II. 
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4 
OG 7 + ENN 
yt a ee Cre te 


ra b. Pen Cae 

flo LG eae ee 
5 

Oe Ne) Na ie! 

SNe oe Ae Se eee 


ee bese oy yh eee 


ia {dey SP he vi Sais 
SS Piri k ee to a oe 
gO N OT EE OC 
ee (Lee 


Note.—For Key to the Letters, see Part II. 
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IMPORTANT FORMS AND LOGOGRAMS UNDER THE 


eS -. upon, open 

Be - happen, punish-ed- 
<< ment 

oS _. suspension 


. combine-ation 
. been 
ears i .. ten, contain, attain 
Lie -f __ at one,* tune, town 
ae --[ ..at once 
ug _.. circumstance 

f . circumstantial 
wea ele CONSISIEnCY 
~.. constituency 
smeutesioss denominate-d-ation 


num weed 


Sr al .. down, providential 


N HOOK. 


a ) .- audience 


é -|- .. providence 


each one 


Me Ws . which one, chain 


S aierseeese religion, join 


ae we - general-ly 
eae f- . imagine-ary- 
ation 


. imaginative 


-—s-- Can 


—=) 

See begin-ning. 
gone 

-_—- again, begun 
re ere began 

SS} 

———w) 
SSOGS5 organize 
wewisisi= = Often, fine, 

ie confine 
----»--- phonography 


BES. phonographer 


‘a 


‘ 
‘ 
' 


phonographic 


. 


Ga 


even 


4 
‘ 
‘ 
‘ 
‘ 
4 
‘ 


_--. heaven, have one 


ca 


within, heathen 


Gan 


then, than 

ie .. lone, alone 
ate =) _ our own 

TS ; : 
hee een men, mine (in phras- 

ing) morning 

.-—=>-- man 
Sai S some one 

Se 


opinion, nine 
2... none, known 
epee yes sanguine 


=e Ge. --. your own* 


CONTRACTIONS UNDER THE N HOOK. 


aN , 
EOC ROG economic-al-ly 
Joe ao... financial ly 


irresponsible-y- 


ok ility 


Stax arora mechanic-al-ly 


eS mechanism 


SOS SSS + mistaken 


: Ne Republican 


UR --- responsible-ly-ility 


om 0 we we = 


*The N Hook in phrasing expresses OWN, ONE and THAN. 


WITH FORMS AND PHRASES. ell 


IMPORTANT FORMS AND LOGOGRAMS UNDER THE 
F-V AND SHUN HOOKS. 


Det poverty sec [. - . said to have ----~-- subordination 
--\> -- hopeful, hope ------ -achieve, each of, which \>. . subscription 
to have* ought to have 
OS -- above AEP Ve whichever, which have Pe, cf .. Satisfaction 
o--+-- += (it) ought to -- of - which would have, eee edition 
have a much of 
ee i Whatevern 1) eae a such ought to have Aa ee --- condition 
oot would have, 7s - such have, such of* --[,---- addition 
out of 
—------ Set off == off such would have - Lees 
= --- set forth -— > -.. govern-ed-ment, gave avete é - - signification 
YD 
BRET: divine : -- Governor ..f. 2. — revelation 
ae eles differ-ent-ence- eee ALIVE -./22- -. revolution 
ed 
ED) 
= ak -- advance-d e----- arrival  — j= were information 


CONTRACTIONS UNDER THE F-V AND SHUN HOOKS. 


me irrespective-ly —wo >): examination -- \y publication 


ee irrecoverable-y eave ~investigation wake -. regeneration 
AA: -~ regenerative ole-en- illustration Ase reformation 
-- ae — exception - al -- legislation - a’: representation 


*NOTE.—The V Hook in phrasing expresses HAVE, TO HAVE and OF. 
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IMPORTANT FORMS AND LOGOGRAMS UNDER THE 
SHUN AND W HOOKS 


5 — generalization _--_.--_ we will, while --C_-n- — with him, we may 
ae : 
Rox organization Ln Arn e---------- With whom 
(GS) 
sete eioeniel OP POSHtON a Esc MROON| easiness WVOMCT, 
Se, position Bese WICLAT GG --O---- Woman 


eo”. 
Naas possession noe where Soo ence NAD 


S : 
ivaveae ass CAUSATION cea aware, with our =<... one 
p= oo eraccession mee whereof ~C— ... question-ed 
Sos ees aCGusation: Pepa Waesiaey 8 ORS 
ae 
ERA an (as 
= emt musician Sos aiaterce ith) me-my* wae oe se 


CONTRACTIONS UNDER THE SHUN AND W HOOKS. 


2 see Arctic Ocean® _.-. in session pack whensoever 


8 
.p---.--. Pacific Ocean -~_Q- next session be. wheresoever 
6 wore RHIStSESS}O( | eecceeeane 6 autumn session C—6--~ quarrelsome 


*NOTE.—The Shun Hook in phrasing expresses OCEAN and SESSION. The W Hook 
a phrasing expresses WE and WITH. 


WITH FORMS AND PHRASES. 
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IMPORTANT FORMS AND LOGOGRAMS UNDER THE 


_------ plea, ply,comply 


Pe people-d, play 


N apply, plow, 


apple 
Ie playful 
iS plain, complain 
“XN plan 


»=----- compliance 


es. complains 
Yo appliance, plans 


L HOOK. 


ieee belong-ed, by 
all* 


Ne able, blow 


----\.-- blue, blew 

eae eae belief, believe 
SS balance 

Sob doced until 

le tell, till, it will* 


Y 
meee at all 


Al heres it will have, 
twelve 


=] 


.---l--. deliver-ed-y 


deliverance 


‘ 
' 


Yeo 


Sea each will 


\ 


which will, 


children 
fe much will 
es angel 


evangelize 


- evangelist 


+ evangelization 


SS 


CONTRACTIONS UNDER THE L HOOK. 


— 


Ney, -applicable-y- 


ility 
Yf- challenge-d 


cC———- collect-ed 


~----(--- develop-ed- ment 


ee delinquent 


------- malignant-ly-cy 


~~ t——— neglect-ed 


---~--.: plenipotentiary 


ear quality 
Soces Sen quality, 


*NOTE.—The L Hook in phrasing expresses WILL and ALL. 


30 PARKER’S MANUAL OF SHORTHAND 


IMPORTANT FORMS AND LOGOGRAMS UNDER THE 


L HOOK. 
(Se 
Bees our Call &- valuation BAe relation 
( Cm 
C._..._ difticult-y FN NAG ORAGN) ~ million-s-th 
¢ cy 
fod 5 ONE BS withal, with all se sin;all 
Cue. glorious tee they will eee only 
oot follow-ing, if all a real, really, rely X_2_. unless 
ae full-y, for all We. rails.cOll ese ate analyze 
Cy 
--\y.- philanthropy-ic- GE rule --->)- explain-ation 
XX ist ih 
posse evil, of all 7... relieve, relief -- -- explosion 


SS have all J release, realize 


eee value ---- realization 


SPECIAL PHRASES. 


FROM-TO may be omitted and indicated by writing the outline for the nouns close 
together, as: 


~----— from time to time ope from house to house ~|-- from town to town 
vu 

alls. from day to day SS from place to place --- - from year to year 

ae from hourto hour c----- from city to city XK from week to week 


y AFTER my be indicated by proximity, the last noun being written one-half space below the 
irst, as: 


ice. time after time Ae hour after hour yk --. week after week 


vu ( 
he. day after day --¥_. year after year -—-\--7-- month after month 


BY may be indicated by writing the last noun directly under the first, as: 


v 


V) 
+---pe-> day by day -->\-- hour by hour e++++-- year by year 


> 


WITH FORMS AND PHRASES. 31 


IMPORTANT FORMS AND LOGOGRAMS UNDER THE 


oN principal-ly, 


principle, per 


practice-d, practical- 
ly 


eS perfect-ed-ly-tion 
oe proof, approve, 
~~ prove, approval 


appearance 


AS oppression 


compression 
liberty 


“ae remember-ed. 


member 


Se number-ed, brother 


brethren 


ae remembrance 


R HOOK. 


------ derision 


truth 4. duration” 
4 


true, it were, at our* 


internal. try 


posantes cheer 


ane Uh chair, which are* 


vos which were* 


eternal-ly-ity, train ieee 


aasaerre contrive, try to have 


. truthful, turf 


cheerful 


: /, larger, Jury 


of larger than 


christian-ity, 
conquer 


ie during, dark 


care, occur. 
concur 


ee saie doctrine 


les drain 


4. _. darken-ed 


car, accrue 


IMPORTANT CONTRACTIONS UNDER THE R HOOK. 


ot _ agriculture-al-ly 


Se approximate-ly-tion 


o—— aggregate-d 
oe 
sence ae as congregate-d 


—_S commercial 


= 
~-----.---. Correct-ed-ly-ness 


— character 


{estes discriminate-d-ly- 


jurisdiction 


o—t— characteristic-ly-al _. 


--+-----~ criminal-ly-ity-ate-d ----- jurisprudence 


ae Pao. mee danger aa eee LOGrAaL 
--~-I-\--- deform-ed-ity fT eee jane MICrOSCOpe-iC= 
al-ly 
' (ESS 7 
---H---- determine-d-ly = ©. __.. mortgage-d 


aepreteler / -- mortgagee 
Eee of - mortgagor 


<a Wicw cae, determination 


tion 


*NOTE.—The ‘‘R”’ Hook in phrasing expresses ARE-OUR, and by placing a logogram in 


the third position, WERE. 
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IMPORTANT FORMS AND LOGOGRAMS UNDER THE 


pees 


—----- CFOSS, across 


c— course, curse 


sacsa, CUFOUS, Cars 


ao 


seeae. ‘creative 


co <areful-ly, curve 


carve 


as) 


—-. .. creation 
os 
------ degree, agree 


‘amie grow, gray 


> 
Soa free, fry, offer 


. 


ees ae . from, fray, fro, 
confer 


S =) affray 


R HOOK. 


oe every, very (in 


phrasing, favor) 


Ae every one 
ave verse, universe 


ay conversation 


--¢.-. ether, author, three 
we throw 
. threw, through 


Ras either 
a) there-their, they are 


My other 


--. either one 


aye therein, their own, 
they are in 


ecu pes other than, other one 


aoe 


pleasure 


- measure 


\s 


ed-able-ly 


- more, mercy 


mo 


. humor 


. more than 


oe 


near, nor, honor, 
inner, in our 


manner 


owner 


= narration 


C4 


IMPORTANT CONTRACTIONS UNDER THE R HOOK. 


pies omnipresent- 


ly-ce 


Soe Oiseieate perspicuous- 
ly-ity 


-«+-\--- privilege-d 


-+---\.— probable-y-ility 


\ 
.-Y..---— preliminary 


Se prerogative 


> -- production 


=ie\ei< productive 
mex \ proper-ly-ty 


- Ne prospect-ed 


publisher 


| -_,- tranquil-ly-ity 
“4 - -- University 


ays universal-ly 


Mr., mere, remark- 


WITH FORMS AND PHRASES. 33 


IMPORTANT FORMS AND LOGOGRAMS UNDER 


as per 
ae surprise 
PS express 


Seca. suppress 
XS PP 


. surprised 


ax 
AS expressed 


Ny . suppressed 
OSG, expression 


TRIPLE CONSONANTS. 


oe suppression 
oN experience 


Pies experienced 
oe inexperienced 


a ... external-ly, 


externality 
4. construe, as it 
were 


ee instruct 
ite instruction 


i . consider-able- 
iG ably 
. in consideration 


. describe. scrip- 
ture-al 


asses: secure 


8 


_ descriptive 


eae Ss description 


. inscribe 


eee ae = INSCHIPtion 


IMPORTANT WORDS OF FREQUENT OCCURRENCE. 


-. Np.--.- aforesaid 


--—ees - against 


ba) -. also 
ey: always 


iN Among 


“ig answer 
a we - association 


ae abbreviation 


a See 2 accuracy 


GN. America 


ee accompany 
\ _. being 


aN 


-X\.---- barrel 


EN CAMe 


Of ees = . circulation 


_2. calculation 


Le . contr, ue 
YK — >. communicatior 


asecee |. courteous 


Sa -- curiosity 
| 
PAA contrary 


rama ie connection 


Pere counsel, cancel 
eases “Gy —~. cancellation 
I 


<y, .- conscientious 
[EZ - deviation 


--- disagreeable 


--p----- et cetera 


ae elsewhere 


\. exhibition 


a earnest 
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IMPORTANT WORDS OF FREQUENT OCCURRENCE. 


empower 


wi 


exercise 
Scie enlighten 


enclosure 


{ 


enrich 


ai 


equal 


' 
1 
1 
4 
‘ 
’ 
1 
, 


: 


eee ety oe, equally 


fortnwith 


ren 


. finish 


foregoing 


foreclosure 


~) Peres furnish 


esiderets Wom gallon 
Sura guarantee 


eK henceforth 


+--+----* herein 
- inhabit 
- instead 

EOE insist 


petee ie inheritance 


- inquire 


~t/. inquiry 


Saar ws - Insertion 


ia ee LONESOME 


ae learn 
sah ess likewise 


ae Messrs. 

Seon 
ee necessity 
pe yi negotiation 


Or. necessary 


or necessarily 


bas Scns possessor 


philosopher 


_ perseverance 
= perhaps 
Noy prepare 
Se personal 
Vow regulation 
oe 
Yoasatee neterence 


SERS 5 
ets A ‘ require 


46 0 recommendation 


SD) 


Zanseeoeis FECOSMMNON: 


eat summer 
ee _ social 


oan solicit 
aif suggestion 


A ae le security 


AG, supervisor 


- selfisn 
-(-- -- --- thanksgiving 
x 
‘ys 
‘) pave eree = thereof 


cts thereto 
as 

<ncefemincee thereon 

ds -- therefore 

hee. -telephone 

en ... telegraph 


Aaa a . telescope 


to. unreasonable 


vic akere, sie withdraw 


q 
Bee paneee Withianey 


ve) - whereas 
Sa pursuit 


WITH FORMS AND PHRASES. 


HOOK PHRASES. 


Eset vm 
30. : 8 aN Sou cee 
sth Bake Ay 


HOOK PHRASES. 
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R HOOK PHRASES. 


een 


ee fe! 2S een | 


SAW eh be 
a 


52 a ee 


WITH FORMS AND PHRASES. 


LETTERS. 


nS 5) Brenan nae 
ike paar hep ti 
apes Bae: SS BAS Ba) 
eas Qe fom, a 


PAOD igs amt Or 
UG: A, Ab 
* cae | 


PARKER’S MANUAL OF SHORTHAND 


LETTERS. 


10 
eevee Sia 
Ss a oS 


als 
Lb eo > \ & Wee 
eee 


TIE fowl J DAS. 


WITH FORMS AND PHRASES. 


LETTERS. 


oo ener: aN San 
Ie Pp MOL OSES ss 


a ey ee a 
IOP eS aw es 


SS aye NA yet, |. Ue 
hab ts AN. eo 


1S 
ork =< Th Henle (desi. Noes 
pea | apr LOG ENN 


NIE ES eye 
rank Ibe. LOSa ee 
SAS ele - Vas Wp- + 


NOTE.—For Key to the Letters, see Part II. 
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LETTERS. 


16 
IWS oe SO A. 
2a wae Gee ee = ale 
Re en ao ie Ahad 
y rant Soe 
eS ens ome lala e 


eae 
ye GRRE ae ANS - 
Usa Nepnenes 


meek oe rag bN 
ree ce 
18 
| a aoe Are 
me ea ls 
= ~ dy: Ne Rae oo 
eee Sv x 


NoOTE.—For Key to the Letters, see Part II. 


NOTE.—For Key to the Letters, 


WITH FORMS AND PHRASES. 


LETTERS. 


ROT eee OT Abs 
(Ge Gh ‘ ie B\e eee 
Se a ctaty le 
sees ON CN |e) a 


20 

Toh Le 

re GS) ay tees 
be fee a Ae can 

as ea 


2i 


fGAe ve ANG 


EN eri ies Sues 
De Ar Ine tales WENA, 


see Part II. 
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IMPORTANT FORMS AND LOGOGRAMS UNDER THE 


SS 
S 
------- put, hoped, compute =---- -- void, avoid, of it 
~~ 
_..N__ be it* --X._-. vote, conveyed, have 
it, evidence 
Nees Ree about, bad ------- viewed, have had 
X 
ae tee it ought,* taught poe thought 
oe Teee it would, it had,* atit opal hae think it 
r 
a ee deed, did, died ------ they ought,* that 
Bee eeedoad nk (as, - without 
ee es doubt, added, had it, ---~-~— though it, they 
{ had had had-would* 
va : y ter 
ee es watched, watch it, cease SILOVAU 
which ought 
_..... which it so) Ss was it 
phe nse which had-would* SoS aee ASSNASUSeR 
ye ) } 
eae =caugnt, | 9 FP cose wish it, shot, she 
ought* 
ea Could ---/--~ shall-show it 
Seoeae act ~-----. She would-had,* 
== vy shout, shoot 
_ 
oe — God, got ~--~-- lot, light 
me OE: ence aoletalate 
ee rae if it, feet, fight, bed Seas 
fought 


eo \2_ after, for it, fate 


HALVING PRINCIPLE. 


Pete,compete = ~~ .------ fact, foot, fat 


sa-4.~.lad, loud, allude 


oe _ Lord, read 


.----word 

ais tome yard 

--2>=- mighty, 
meet-ing 

metia= Met 


ENG « : 
a as Sears immediate-ly 
~ ~NX--. made 
\ Z 
Ee aA not, night, neat, 


unite 


--\.-- Nature, note, nut 


--wy--. UNder, end, 
hundred 


~----. Owned, hand 
Ve 


co heat, hit, hot 


*NOTE.—In phrasing the halving principle expresses the following words: 


IT after logograms or a final straight stroke. 


OUGHT after logograms placed in the first position. 


WOULD-HAD after logograms placed in the third position. 


NOT combined with N. Hook after logograms. 
TO by halving the final stroke. 


WITH FORMS AND PHRASES. 43 


IMPORTANT FORMS AND LOGOGRAMS UNDER THE 
HALVING PRINCIPLE 


aie ee constitute wees eaanot Cac Olanot 
Pele siaea eal Petes. do not ...7°. are not 
eae statute. | mA et hadiitinots = ee ae around 
i, , 
Leer such ought BOS whfch ought not Pe ewrOune 
YP 
Dee suchthad-would)) °° we soe ~ whichhad-would |_| — surround 
v9) a not ” 
SNE. somewhat ee such ought not Peer mind 
Stee a point, pint, appoint -----. such had-would _.<>—- May-am not, 
a0) not amount 
_..\__. paint, pained, open Liles gentlemen  — __ movement, 
it, upon it a) mount 
__-..- Compound, pound, -~S_.. zentleman --... above it 
NS happened 
: . — 
sh See eh, > Gy ee ote imagined. ia) yo wens gift, give it 
S 
------ behind, combined ---.-- cannot i eercavent 
Yi 
ee Sos be akot ea COUN a ees _ arrived 
Sr a idkeont 
eeeeroundsaboundee. = =) -<2Gne ind, confined, _~4._ world, where- 
: fond, if not were it 
2 taint, fund ae 
en cali oo oe it) ought not pas: , ------~ we meet-might 
Goioug offend 2 
oy ie attend, attained Eee eLOUnG R --CN--. We met 
contend, contained C 
ee at hand, it had-would ea OCI! --cp--- We May not 
Jp not 
SS Ree constant-ly - vo... have not --©2.-. on the one hand 
SS, 
oie stained bisa WaSoIOL Gay ee We ee want, when it 
ales ~— stand, isathand,as it Me SAN -~-\%-~ won't, we know 
would-had not it 
Pee ittente 2. 9. teens land 222. wound 
-- constituent 5 oS ° 
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IMPORTANT FORMS AND LOGOGRAMS UNDER THE 
HALVING PRINCIPLE. 


wy 


See ~ we are not 


: Bees , were (it) not 


GC. 
=== = quantity 
.-C.,.- acquaint-ed-ance 
. ... plead, complete, 
complied 

Paes played 
_._.-- plowed, applied 
S 


. - compliant 
--- plaintiff, complaint, 


complained 


plant, planned 


Sete built, build-ed-ing 


Nees bold, able to 


until it 


valle . toid, tell it 
L. . — deliver it 
WZ 
.. child 


__Z.. which will it 


te sane called 

eases cold 

_...-. cloud, conclude 
(ae 


— 
---——- guilt-y 
--Cum-- gold 
------ glad 
— zn 


Ps x - -- followed, fleet, flight 
.-\ _- float, flood, flowed 
==)-/=l=i= ute, fat 

3 S -~-- explode 

eee particular-ly-ity 


pride, appeared 
= AN --- part, prayed 


opportunity, proud 


tah ate brought, broad, 
abroad 


eS Nes board, aboard, bird 


eee brute, brood 


ware eee treat, tried 


7 Alf --- trade, toward 
Sen deride-d 
S 1. --- dread-ed 
----.-- cheered 


La -- charity 


Be LAL 


cared, occurred, 
court 

accurate, crowd 

agreed 

great 

guard 

offered, offer it, 


fright 


atraid, effort, from it, 
freight 

fruit 

over it 

virtue, convert 


averred, avert 


authority 


. third, threat, thread 


throughout 

there ought 

there it 

there would-had 
there ought not, om 


either hand 


they are not, on the 
other hand 


there would-had not 


assured 
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IMPORTANT FORMS AND LOGOGRAMS UNDER THE 
HALVING PRINCIPLE. 


<--, -- measured 


aie em in order to 


aoe ee cin handwriting 
wS 
Sas spirit 


ee spread 


ie Sprout 
S 
eee superintend-ent- 
ence 
Sess sis street 
SAS straight 
s-s0-= CONStrued 


Bs; ies - considerate-d, 
consider it 


se 7 ~ inconsiderate, 
unconsidered 


------secret, secrete 
-*g— -- Secretary,sacred 


“se. = Secured 
Cr 


IMPORTANT CONTRACTIONS UNDER THE HALVING 


NN 
Almighty 


antagonize-ed-ist- 
ism 


Awe arithmetic-al-ly 


e_—_—_ 


astonish-ed-ment 
aes anybody 
~~ nobody 

eS bankrupt 
--\--- busybody 


Ke -- establish-ment 


ee Ne emphatic-al-ly 
------ individual-ly-ity 


Sais, Sats indefatigable 
ea 


ia --- intellect-ual-ly 


eae intimidate-d-tion 


PRINCIPLE. 


was per petual-ly-ate-d- 


L tion 

-V.. .- territory 
les advancement 
A“. certify-icate 


absurd-ity 


dilapidate-d-tion 


{. . diplomatic-al-ly- 


- footstep 


Ws hospital-able-ity 


<2 
------- indiscriminate-ly 


aes - indispensable-ly 


ste Fi infinite-ly-ity 


~*). infinitesimal-ly 


wae a > intelligent 


35 Whe ‘intelligence 
. ~ intelligible 


Y Sratate's interest 


--- S-- independent- 
ly-ce 


ee: misfortune 
ne - notwithstanding 


Ns practicable-y- 
ility 
eh scoundrel] 


mes — Indian Ocean 


| pay Atlantic Ocean 
<2 


-----night session 


w-n--: nondescript 
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IMPORTANT WORDS OF FREQUENT OCCURRENCE. 


Lye actual-ly 
pee ascertain 


Rms affidavit 
<a appertain 
ca eee accommodate 
ATI Cle 


: Ss -- appreciate 
bn appropriate 


Sea ( boas active 


pees acceptance 
whe, 

<2. accordance 

- oe accomplished 

eee -- alphabet 


Ee) artificial 
ae Beeeeaient 


2 \ ZV appurtenances 


: XY ..- behold, beheld 


We _ better 


. benefit 


between 


catalogue 


capital 


convenient 


‘connect 


co-operate 


correspond-ed 


calculate-d 


certain 


candidate 


carpenter 


credit 


cultivate 


cultivation 


comparative 


comparatively 


default 


Ie ~--|- discredit 
[Fess defend 


BS Sa esteemed 

_ JA... estimate-d 
Eee evident 
~se=y-- exaggerate 


a hoses ieee exhibit 


Seo las endeavor 


pi be -. forget, 


forgot 


eee . toundation 


errata freedom 


\ 
ee - frequent 


Py 3 Ss orati 
— gratitude 


i) 
noe gratuitous 


WITH FORMS AND PHRASES. 
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IMPORTANT WORDS OF FREQUENT OCCURRENCE. 


eer. greater 


A... hundred- 
weight 
--~\.-. heretofore 
ee history 
Ste handsome 
eer NY 

..-\_. hereafter 


5 x -- hereinafter 


~~~ intend 


F- .. indulge 


sae insolvent 


i 9 ignorant 
.-A_._. insert 

_. _include 
ES 
ik judicial 
Beare SUthe 


Wie legitimate 
CF rongitute 


ZT. Rt. - method 


nee eae motual-ly 
—N 
—~\- multitude 


ae natural-ly 
pee ordinary 
ees ordinance 


se\scue prejudice 


=< Ss prepared 


ee per cent 


ee patriot 
ye patriotism 


-S---- political 


See redeem 


A report 


aes rapid 
HE: -- recommend 
¢----— regulate 


“===> 6 remittance 


Ve Na reirospect 


Rvabe real estate 


Soopers referred 


: es regret 


ae va record 
Z A ~ return 


aes seldom 


Oa sometime 
ee subsequent 
F222] shorthand 


theoretical- 
ly 


a _. understand 


= ~- — understood 

- a voluntary 
_..-. wisdom 

= ue . - withheld, 


withhold 


-+~ -|- yesterday 
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COUNTIES OF THE STATE OF CALIFORNIA. 


( Ae Alameda 


a ia Alpine 
aie Amador 


ie Butte 
er YIN Calaveras 


_—,_. Colusa 
cel 
eo CONTE 
Costa 

| ___— Del Norte 
= ae _. El Dorado 
Dae ae Fresno 
Lc __ Glenn 


~~... Humbolat 


eye __ Inyo 


<; _ _ Lassen 
& o Los Angeles 
re Marin 


2 ee San Luis 


VA Madera 
Obispo 


_.\. Mariposa Sen eee Santa 
Barbara 


~..k..». Mendocino on: _ San Mateo 
Pit: o Merced phon Santa Cruz 
aes ee — Modoc Santa Clara 


-<-~_<= Mono Wr Shasta 
PVA Va 


ee oe — Monterey oa Le SIGHA 


ay Napapy "2 Joy wae, pope ias Siskiyou 


2 ._ Nevada Cee Solano 


-)- .. Orange _U ~~ Sonoma 
S 


ae a Placer = —_.. Stanislaus 
“4 Plumas aie Sutter 


Nee ee Riverside ioe Tehama 


.. Sacramento ie en. 
“oh San Benito i Tulare 
Vast 


a San Bernardino oF Tuolumne 


_ San Diego ee _. Ventura 


ae) . San Francisco Nick = Kolo 


Trinity 


Q-=>- San Joaquin 
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COUNTIES OF THE STATE OF 


NOTE.—Those who reside in a State other than California shuuld place a list of the Counties 
of their State on this page. It would be well to Typewrite the list alphabetically, and write the 
Shorthand opposite each County and paste the slip below this note. 
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PHRASING UNDER THE HALVING PRINCIPLE. 


JOINED I. 


54 Mh oe eS en 


aaa —e 
OR 


JOINED YOU. 
61 ARR A nara A Neg eerng lah 


JOINED WE. 


62 SUA ee 
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JOINED IT. 


65 Jala b LL byt aire. | 


JOINED TIME. 


JOINED US. 
67 SE Ag PINRO 
JOINED AS. 


© wee eee eww fh 


So oy ag Palate alee 


JOINED HOW 


G63 = 


JOINED MORNING. 


7 Aa ne ere | es ea Oot ee a OA ae 


NOTE.—When morning is phrased the form ‘‘men’’ may be used in most cases to great 
advantage. | 
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MISCELLANEOUS PHRASES. 


72S metas Oh 


CaN es AY Alo 


75k OR he A he 


oma 


76 ena i ese! 


VAS AES 


NOTE.—Invert the form for “‘you’’ when joined to 
“vou can’ and “‘you cannot’.’? See line 77, 5th phrase. 


d to ‘‘cannot” to make a wide distinction between 
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DISTINCTION BETWEEN “DID NOT," “DIDN'T,” “DO 
NOT, 7DON'T,” ETC 


S622 oe SN 
Dred GA eae ls 


NOTE.—You will notice, with the exception of the words ‘‘don't,”’ ‘‘can't’”’ and ‘“‘that’s,”’ that 
the distinction is made by using either the second place light dot or dash. Some vary the out- 
line to make this distinction, but I think it better to retain the original form whenever possible 


It is very often the case that several words are written with the same 
outline, and in order to make their meaning perfectly clear, one of the 
following three methods of distinction should be observed, viz: 

Ist. By placing such words in position in accordance with their 
accented vowel. 

2d. By varying the Consonantal Outlines. 

3d. By Vocalizing—inserting one or more vowels. 

The first two methods of distinction, viz: ‘*Writing in Position’’ and 
“Varying the Ccnsonantal Outlines,’ are amply illustrated in the next two 
lessons, and the student should carefully memorize the forms contained 
therein. 


IMPORTANT WORDS DISTINGUISHED BY POSITION 
wes [y.-. administrate demon- lege |-- diamond, demand, 


strate adamant 
_--.-9..kK-@--- administration, demon- -—-/=---|—-—-— diminish, admonish 
[ stration 
Oa Eee adopt, adapt ~- /-L-x.|2 - — dimInution, dimension, 
ZZ admonition 
See le di 


vay ---aion editor, doubter vert, deferred 
—=se5 


anonymous, unanimous Ee 2 ae .- domination, condemna 
tion, damnation 


\..\___ competition, petition, Eb 2 Ae _ desolate, dissolute 
computation 
oe ble |< desolation, dissolution 


A. comprehend, apprehend 


Lae wines _. copy. keep a _._ daughter, debtor 
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IMPORTANT WORDS DISTINGUISHED BY POSITION 


Dh tatige he .-- defined, definite 


i Nie ee except, accept 


ee L: © extricate, extract 


effect, affect 


eliminate, illuminate 


fluent, affluent 


giant, agent 


irritate, rotate 


irritation, rotation 


ee He imminent, eminent 
ie —~/.- . — immoderate, moderate 
ae nes immature, mature 
ae 


—>/... immaterial, material 
a a ie - into, unto 


BSC IRIE inviolable, unavailable 
Sra w- . ... indicate, induct 


oJ. MAL. . -- indicted, indebted; 
ie 4 undoubted 


immortal, mortal 


elimination, illumination 


wae a el ee immoral, moral 


PED) 
----—~7.. _~ munition, mention. 


—~2D ammunition 
aT . . 
A B Ge -- notional, national 


Rs aees NS -- obsolete, absolute 


ae - & .\. -- peaceable, possible, 
passible 


----7> Y=2-= prominent, permanent 


~ 


- --->-\--- prompt, permit, promote 


See permission, promotion 


NS ae Nos - predict, protect 


eae. ENE = 55 prediction, protection 


- a Ve - repetition, reputation 


= Ae --— region, origin 


be nea J. .- secession, cessation 
a ne --|.- .-- tempt, attempt 
ps Shee Le a eae te. undefined, indefinite 


NS unavoidable, inevitable 


es -\-- voluble, available 


Seka Ao violent, valiant 


. =~ = A _-. wait, await 
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IMPORTANT WORDS DISTINGUISHED BY VARIATION 


OF 


‘S\< ~ -.-- afraid, afford 


-\..--\U-- abandoned, abundant 
apppropriate, propriety 
. annual, annul 

broad, bright 

breath, birth 

defer, defray 
devotion, deviation 
favored, favorite 
frame-firm, form 
fireman, toreman 
God guide 

garden, guardian 


insult, insulate 


7 
NOE 7 expression, expiration 


t e Ly gentle, genteel 


latitude, altitude 


logical, illogical 


je ee f- =. _ _. legal, illegal 


Misses, Mrs. 


monster, minister 


OUTLINE. 


peruser 


MM. oppressor, pursuer, 


proceed, pursued 


YF ee 
re oN SSO: -- Pertain, appertain 


_— A . purpose, perhaps 


Ee SAV Ae poor, pure 
EN Sse Person, parson 


. Proportion, preparation 
appropriation 
5 NA .. portion, operation 
{ 
aS Ww _— proffer, prefer 
, )- 2 Wile pledge, apology 


se. Ney — present, personate 
i? 
ANY __. Prosper, perspire 


a mY __.— Prosécute, persecute 
ar 3 We _. Patron, pattern 


PP a eR nk prominent, pre-eminent 


- fof ruined, renewed 
HERON _. fepression, reparation 


3 eee SY, _ __. Support, separate 
a4 p = -| eee study-steady-stead, staid 
, ia bee train, turn 

‘ . VAS . trouble, terrible 
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IMPORTANT RULES FOR CONTRACTING WORDS. 


In the following and similar cases the sounds K and G, being weak, 


are omitted, as: 


= oy: - anxious 
-----!.- anxiety 


ae ~-- anguish 


=e h Z| --.- distinctive 


| _¢..-.s distinction 
=f ---. extinction 


beeen euish 


42 Co: relinquish 


See oe ae SANCTICY, 


Bele Soe sanction 


Ce) 
Eee unction 


In the following and similar cases the loop ST may be contracted to 


circle, as: 


—~ ~~ - Custom 


—S™- _ customer 


[aes domestic 
Vos earnestness 


sae lastly 
ee mostly 


_ --- postpone 


= Se -- Post Office 


ee postman 
oe Postmaster 


\ 


--S—- - postscript*™ 


Ne -— testimony 


In the following and similar cases an inconvenient mediat N (hook or 
stroke) may be omitted, as: 


— _.S--- abandonment 


Ree ae appointment 


snac\ i= = burdensome 


eS entertainment 
ee. complimentary 
Se elementary 


frantic 


fe Lee _ _ identical 


---G==> ~ intrinsic 


Pe ne 


pee, —- machinist 
snap aais monumental 


L 7) --- messenger 
cae - ~— merchantable 


Ue ornamental 


SSS y= DaSsenpen 
revenge 
regimental 
sacramental 
Stranger 


testamentary 


Pe Abed rudimentary 


NOTE.—In such cases where ‘‘skr’’ follows P or B the R Hook may be omitted. 
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IMPORTANT RULES FOR CONTRACTING WORDS. 


In the following and similar cases the N Hook may be omitted from the 
prefix TRANS and the form TRAS substituted, as: 


wed transpose Be ONS onansfer-ed = transaction 
: 
ko Leap ei transmit L. transcribe 


( 
— Lo tonne aes rea Bless —__ transcription 
Hea oe transact 


Bee —transrorm-ed TS transgression 


In the following and similar cases INTER-INTRO and ENTER may be 
indicated by a half length stroke N joined, as: 


ty uy ...- entertain seoNe === interfere Paar introduce 
ae 
a Seale aan enterprise se Nee = ae Interview. Sosa introduction 


In the following and similar cases the stroke K may be omitted before 
triple consonants, as: 


ee extreme Spe Baar 
een experiment —\- explore ----sy ---exterminate 


oy explicable eae extravagance eat Coreen ee 


In the following and: similar cases the syllables CY and TIAL-LY- 
TIATE-TIATION may be omitted after an N Hook, as: 


Es. - expediency bony stem Race .-inferential 
Beet) emergency -- a 


_.— credential --- potential 
og anes confidentia} -Spo---stem 


In the following and similar cases the sound EST after half-length 
strokes may be indicated by the loop ST, as: 


Delo sree SOO eSt ~-cO---- greatest eee Droadest 
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IMPORTANT RULES FOR CONTRACTING WORDS. 


In the following and similar cases FUL may be indicated by a stroke F 


or an F Hook, as: 


ee peaceful --c—.--- careful Boo pitiful 
Ces successful ee joyful Ly. revengeful 


In the following and similar cases where a word ends with FACTION- 
FICATION the stroke K may be omitted, as: 


--~\S__. gratification = ae Bemystification a) === \S_. qualification 


- are identification OAK purification - “ls -- fatification 
= Se ion 5 Se ~ - Specification 


5 Le _ justification 
me 
PaaS mortification A ee shee ... Sanctification 


In the following and similar cases where a word ends with SCRIBE-D, 
SCRIPTION, SCRIPTIVE the stroke P may be omitted, as: 


4 
prescription a subscription === =— 5, inscriptive 


N 
uy proscription oes superscription poe proscriptive 


In the following and similar cases FICIENT-LY-CE-CY may be indicated 
by a stroke ISH, as: 


5 ee -- efficient-ly-cy % Nae proficient-ly-cy 
Sees _. sufficient-ly-cy les __. deficient-ly-cy 
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IMPORTANT RULES FOR CONTRACTING WORDS. 


In the following and similar cases the V Hook may be omitted and the 
affix SERVE-D-ATION, etc., understood, as: 


ra a Ve . deserve-d = Ne _.. observe-d-ation JZ INVA _ subserve-d 
Me, preserve-d-ation =s ae reserve-d-ation 


In the following and similar cases TIVE may be represented by the V 
Hook, as: 


ae corrective ..--U--. exhaustive _Z.).. respective 


c__, collective x (gy _. legislative We representative 


_t— . demonstrative oi NS _.. objective ___ NL. subjective 
l / 


In the following and similar cases where a word ends with STRUCTION- 
STRUCTIVE or TRACTION-TRACTIVE the stroke K may be omitted, as: 


ae ie: --- construction rik }.- - destructive deat 5 ‘1 _._. extraction 


BP L- . destruction s i¢ --- instructive — _.. protraction 
{ U 
ier O) eee instruction --Y- -- obstructive aoe retraction 


e Sy .. obstruction ee ae -— attraction 2 _ subtraction 


_— constructive ei F - distraction rs. ab ..-attractive 
. 


The termination LESSNESS may be represented by a disjoined SES placed 
at the end of the word, as: 


Ras 12) 
-<— O- <arelessness ON helplessnessua yee aa noiselessness 


-\ tearlessness --.---.-— lawlessness POR recklessness 


O 


NOTE.—The prefixes COM-CON and CIRCUM and the aftix ING are sometimes omitted 
in rapid writing, as well as the stroke D in many cases to form past tenses, where the legibility 
of the notes would hot be endangered. 
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LETTERS. 


22 


oes ee 


5 aa ten Awe’ 


& 
Se Oe eon oA 
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LETTERS. 


25 
ae me OS 


ies ate . GAS 


ee 


NoTE.—For Key to the Letters, see Part II. 
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62 
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LETTERS. 


26 
phil Sega ae = 
ae oe C. fom 
a) aa wach 2 
ee aie ea tee aol 


— 


pave AS tae 


panes Kaci Be ec 


Aisa ae ee 


Sees sf 


Se Si Naas 


ee 


NOTE.—For Key to the Letters, see Part II. 


WITH FORMS AND PHRASES. 


LETTERS. 


28 
CAL 
SES Gees aoe 
oe ee i: ere 


— a ee ee. owe 


29 


poe Gl le oer NN ee 


NOTE.—For Key to the Letters, see Part II. 
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LETTERS. 


30 
Sao AW hee & 
ths. er ea os 1 


\ ne ait Sevens anes why 


31 


= Bee ee vO 


- Ny oe OS ee 


Mee ME EES 


Ree 
ee Somes Poe pee Ses 


Se NS) ee ee 


oo Deeg Rape 
Jeb Cees 2M Se eos 


NoTE.—For Key to the Letters, see Part II. 


NOTE 


.—For Key to the Letters, s 


WITH FORMS AND PHRASES. 


LETTERS. 


eZ stad) end Qe, ea 
Sco 


aan 
aS io, 


33 


oes ae 


oe <ef a fy 


ee Part II. 
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LETTERS. 


34 


Ve a oe ae 


: ~ TING = we pia EN Cc. ae 


MONTHS OF THE YEAR. 


eo hoe ea antany, ~~ May Nene September 

us -—— February ----- June -__ N- October 

Fey | March i July i) in ese November. 
= le 

ZN KS April po eeenAuguse d= -.- December 


NoTE.—For Key to the Letters, see Part II 
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IMPORTANT FORMS AND LOGOGRAMS UNDER THE 
DOUBLING PRINCIPLE. 


ne eee feature, if their-there, if toa show-shall their-there 


they are* 


---\..~_-- for their-there, for they oie issue their 
are 


aM Eetather tttunee 9 8 ee ees alter, lie there 


408 ..- of their ie later, letter, lay-will there 


ee _. have their, voter eat tae latter, allow their 
Ae __. however-view their, ay cok later than 


however they are 
ie -----theater eee order, or their-there 
J ____~.think their, think they are _..-\.--— are their-there 
Ae Sos ee thank their bee rather 
Bsns ee he ae _ rather than 
= ~ F 
eel chee the other pee 2 ameter, miter, 
___-f.-.. though their-there, _—I=>.-.- mother 
though they are 
) Bie see-saw theine = mB tes _ matter 
Ss soeee= 
_____.so-say their-there, so-say Peer entire, neither, any other, 
wy) they are in their 
2a) Be sue their _~ 2... enter, another, know 
their 
an __ is their-there _--«---.- no other, knew-own their 
we HE : ; 
_._-}._.~~ was their-there soe ===) entire:session 
sil as-has their-there, use —R.--4 eccentric-ity 
there 
aN 
wows Awe Wishtheir-there £00 2 om mw ee modern 


*NOTE.—The doubling principle in phrasing expresses THEIR-THERE, OTHER, THEY 
ARE and sometimes WHETHER. 
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IMPORTANT FORMS AND LOGOGRAMS UNDER THE 
DOUBLING PRINCIPLE. 


pee OUD LES Se over their-there 
Bereta tare longer, anger-y =o --- every other 

Ss 

Ne water _ LN _ _.-. whoever tneir-there, 
<p ae ee whoever they are 

weather, waiter ee winter, when their-. 

Sy) aa there,when they are 

ead free-offer their-there -_Q. 7 __ wonder-ful-ly 
ae fupther, frome theirs 9) eee winter-session 

there 
ay - further than -~Gc aes -- Smother, some other 
Moe Noe witarthiers | Pe > eB ge ee renee smoother 
Slaae i 

ae farther than (naa. — Some other session 


LENGTHENED STRAIGHT STROKES TO ADD 
CEIITISZ 7 (ONes GION DIS” 


As. a rule it is not well to lengthen straight strokes to add TER or DER, 
but it may be done in the following cases with perfect safety: 


BAS led writer we operator 


ee inspector ee typewriter 
eas director See educator 


ae conductor meee exhorter 
a - separator ia headquarters 
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PHRASES UNDER THE DOUBLING PRINCIPLE. 


89 Bo EG a 


91 Pee ee eae 


92 ie eer an a 


‘93 | aaianmn Sa 


é mae 
94 Hi ES va 


Or OTHER may be represented by lengthening in the following ma 


9 Sa a 
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INTERSECTED PHRASES. 


A eee 
aan oes 
—e ee Ue 


OTHER INTERSECTED PHRASES. 
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MISCELLANEOUS PHRASES. 


(Bre ae 8 ies | Baan aetna 9 Scat 
ier ae 
Cae ieee ea 


109\W Nd hy STONY 


1104 meee eee 


| bias. seed: NaN pees Sey f x 


aes Sloe 


Yul Lecter ee Ale 


x 


NOTE.—It is very convenient in many cases to phrase STORE by using a STR loop; and the 
word ROOM may be represented in many cases by a disjoined M placed under and to the right. 
See lines 111 and 112. 
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FIGURES AND FRACTIONS 


The figures in line 1 when standing alone should always be written in Shorthand, but in all 
other cases it is best to use the Arabic Characters. 


ee online te 


Se LOR 


The word any in such expressions as ‘‘three or io "tour or five,’ etc , may be expressed 
by writing the last figure directly under the first, as: 


3 4 5 6 8 
4 5 6 7 10 


The words FROM-TO in such expressions as “from two to three,” ‘‘from three to four,” 
et ., may be expressed by writing a dash between the two figures, as: 


2-3 3-4 5-6 10-12 20-30 


DOLLARS and CENTS may be expressed by writing the figures for dollars in the second 
position and those for cents in the first position, as: 


40 50 25 10 
6 8 10 24 


FEET and INCHES may be expressed by writing the figures for feet in the second position 
and those for inches in the third, as: 


12 8 16 24 
8 4 10 8 
The phrase AND-A- HALF, the A may be omitted, as 


13, 33, 73, 93, 133, 183, 203. 
In phrasing QUARTER, the disjoined stroke K may be used to advantage, as: 


Kae wes oe sth (6 te 0 


es eens ened |-Sbs ts Se 
14, 3t, 84, 164, 184, 204. 
THREE-QUARTERS may be expressed by adding ‘‘choid,’’ as 


Re | ae x 


13, 3g, 72, 82, 162, 208. 


The following fractions are written thus: 
s 5) é 


2, By 


NOTE 
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LETTERS. 


agian nN aig 


Ee rCA®: we atid 9 


— 


ee 


Vv fe on 
Som 


36 


pete ee ae 


e aie oo 
owucant Be 
Ak a 


ES ee 


.—For Key to the Letters, see Part Il. 
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LETTERS, 


37 
Si ie Se waeen Vig 
pues ye é 7 ao 
ON eens ee Ear 
ets Sere ve nae 


aes =? ee ae ao a <a ren 


Ce DE Aaa ee 


en ee ware ue 
Neda ant os cy a 


NoOTE.—For Key to the Letters, see Part II. 


WITH FORMS AND PHRASES. 


LETTERS. 
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LETTERS. 


41 


Aue | 
ce Patt oe eee 
BES 1 Gene: os aan 3 hin Vea 


AS en a fa 


42 


st Sie heer aI eek 
(EAE SAG ees a 
D5IN Tis Deletes es ee 
A) as oe Ny 
PADS bee PAN ee 


NOTE.—For Key to the Letters, see Part II. 
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LETTERS. 


\ 43 


Ss fee a ate st Seas 
Be ee 
Yas ude se ot ee ae, fee 
re ay ae 


NotTe.—For Key to the Letters, see Part II. 
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LETTERS. 


: ere 


WITH FORMS AND PHRASES. 


LETTERS. 


A7 


= Dee 


So 


Hin 

ruse = 
Bias 7. 
Vea. 


OT BERN Ge ae 
LAR Hee OOD a ao 
She bee ict 


A ieatt 


Niet ee ie ZL). ert Kepaeee ae 


NOTE.—For Key to the Letters, see Part II. 
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LETTERS. 


A9 


PA flee Spe OE Se ee ee 


IGN ae eC Ney Ne 69) [eee 
ee panes 


WITH FORMS AND PHRASES. 
LETTERS. 


roy | 


ee ee 
See G2 (6 Nn US WR 


= SN Ue Ae 
5 Of ee ASR 


‘NoTE.—For Key to the Letters, see Part II. 
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COURT REPORTING. 


MANNER OF TAKING NOTES. 


The student will find that reporters’ note books usually have a marginal 
line to the left of the page for the purpose of separating questions and 
answers. The question should begin to the left of this line. If the 
question occupy two or more lines, the second line and every one there- 
after in that question should be written to the right of the marginal line. 
The reporter is very often called upon to turn back several pages and read 
certain questions, and by commencing each question to the left of the 
marginal line, no trouble will be experienced in finding the proper question. 
The answers should begin about the center of the page and be written 
down and to the right. (See next page). If the question is short the 
answer may begin on the same line. 


MANNER OF TRANSCRIBING NOTES 


As a rule, reporters have no time to lose in transcribing their notes, 
and therefore, use the simplest forms in getting out their transcripts. The 
following form seems to be the most popular: 


Write the ‘‘Q”’ for question at the margin of the machine, or wherever 
the marginal stop may be set. If the question occupy twe or morelines, 
bring the second and following lines back to the margin under ‘‘Q,”’ etc. 
Remember, the ‘‘Q”’ for question is always placed at the margin. The 
letter ‘‘A”’ for answer usually follows on the same line with the question, 
although some prefer it on a separate line. 


The names of Counsel and Court may be indented uniformly five spaces 
from marginal stop. (See testimony in Part II). 


WITH FORMS AND PHRASES. 


TESTIMONY. 
ne J Dee Lgl? 
nN 7? thy I \T Tih 9 
~—_ Ia 2S JS : 
a 8 


NoTE.—For Key to the Testimony, see Part II. 
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TESTIMONY. 


WITH FORMS AND PHRASES, 


TESTIMONY. 


Beat 6. 
S10) (ls es 
at AN 
wees i 
LESS a 
| ae 
Sah fos OS ace al ed 
‘Gy Cc Ce 
ae : TE Ae 
é S 6 
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TESTIMONY. 


plas 
wae =a ee 


Bete er? \) 
omnes 
Keo 
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LAND DESCRIPTIONS 


SS 
2 ARs eee north 
ae! -(-- _ south 
Fis aes Sy east 
Pea west 
nwo 
___. northeast 


ae ¢--- southeast 
ia northwest 


{eae SS southwest 


oo 


+. 225 -=- northeast ‘quarter*® 


2 (_----- southeast quarter 
ate Wl northwest quarter 


am yes _ southwest quarter* 


some) 


.-..-.-— northeast quarter of section 


{. ----- southeast quarter of section 
aes northwest quarter ot section 


ee --southwest quarter of section 


SS —" C07 
_northern |e northeasterl’ northeastward 


fe) 
ae ore ea southern ESE MY ote 


southeasterly 


i _. eastern pied ids _ northwesterly 


oe _.- southeastward 
se ie northwestwa: | 


74) ~~ 
“es __ western s hae _ . southwesterly - ss _— southwesiward 
i" < J 
ty ee northerly Pee -)- __ hortheastern ___._e-. northward 
iH U 
f.9) 
Sais southerly = __ southeastern Dee. 2 southward 
(a l 


_ easterly 


_ eae _ westerly 


a ys southwestern 


\ 
‘ — eastward 


oe 2. _— westward 


Sa quarter sec or - YX. f+: between sections _Q .. 2 — center of sec. 


quarter of sec 


.|. .----Ssituate, lying === 
and being 


_ yy. lying and being Ser base and meridian 


*NOTE.—in these phrases the words EAST and SOUTH are represented by the circle S 


and the word QUARTER by the stroke K. 


+Whenever the word SECTION occurs in writing Land Descriptions it can be conveniently 
represented, in most cases, by the circle S in combination with a backward Shun Hook. 
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ILLUSTRATION AND EXPLANATION OF LAND 
DESCRIPTIONS. 


ay eae gayle Z7 eS 


The connective phrase ‘‘of the” is indicated by writing words and 
phrases between which it occurs close to each other. 


KEY TO THE ABOVE. 


“The Northeast Quarter of the Northeast Quarter; the Southeast 
Quarter of the Northeast Quarter; the Southwest Quarter of the Southeast 
Quarter of Section ten, in Township four North of Range eight East, Mt. 
Diablo Base and Meridian.”’ 

A Township. is 36 sections, each a mile square. A section is 640 acres. 
A quarter section, half a mile square, is 160 acres. A sixteenth section, a 
quarter of a mile square, is 40 acres. You will notice that the sections are 
all numbered from 1 to 36, commencing at the Northeast corner, thus: 


Tp.4N.,R.8E. , Section 10 


The Land Description given above is indicated in the diagram. The 
diagram to the left, we will say, is Township 4.N., R. 8 E., of Mt. Diablo 
Base and Meridian. The diagram to the right represents Section 10 in 
said Township and is divided into 40 acre tracts. The space marked (4) 
would be read, the Northeast Quarter of the Northeast Quarter; the space 
marked (4) would be read the Southeast Quarter of the Northeast Quarter, 
and the space marked (®) would be read, the Southwest Quarter of the 
Southeast Quarter, all of Section 10. 


PART IL. 
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HOW TO CONDUCT AN ORAL RECITATION IN SHORTHAND, 


If the teacher insists upon the student pronouncing the 
strokes and various appendages as given below, in conducting an 
oral recitation on the shorthand forms, logograms, contractions 
and phrases, he will save much time and labor, and tne work will 
prove interesting and instructive 


OIDS, OR 
VOWEL | 
LOGOGRAMS. 


CIRCLES 
S-SES. 


LOOPS 
ST=-STR. 


HOOKS 

N, F-V 
AND 

SHUN. 


An "oid" represents a quarter length stroke. The 
figures indicate the position, and in recitation 
may be conveniently spoken of as one, two or tnree. 

The vowel logograms may be pronounced as follows: 


of-poid 1 I-poid-roid l would-soid 2 
to-poid 2 how-roid-poid 2 ye-year-noid 1 
or-toid 1 he-choid 1 yet-noid 2 
but-toid 2 we-with-thoid 1 beyond-moid 1 
on-roid 1 were-tnold 2 you-moid 2 


should-roid 2 what-soid 1 


The circle S may be pronounced ISS to distinguish 
it from the stroke form; and the large circle may 
be pronounced SES. 


The loop ST may be pronounced STEH, and the large 
loop STUR. 


The final hooks N, F-V and SHUN are pronounced 
with the cqnsonant to which they are attached, as: 


jf Pen, ben, ten; pef, bef, def; p-shun, b-snun, 


t-shun, d-shun, etc. 
The contracted NS circle attached to straight 
strokes may be pronounced: Pens, bens, tens, dens, 


5 etc. 


STRAIGHT 
TRIPLE 


R HOOKS. 


HALF 
LENGTH 
STROKES. 


DOUBLE 
STROKES. 


Tne small W hook may be pronounced with the 
strokes, as: Well, were, wem and wen. The large 


j W hook may be pronounced: Tway, Dway, Kway and 


Gway. 

The L hook may be pronounced: Pul, bul, tul, dul, 
chul, jul, kul, gul, etc. 

The R hook may be pronounced: Pur, bur, tur, dur, 
chur, jur, kur, gur, etc. 


The straight triple consonants of the R hook 
series may be pronounced: Spur, sbur, stur, sdur, 
schur, sjur, skur, sgur. 

Half length strokes may be pronounced: Pet, bed, 
tet, ded, chet, jed, ket, ged, fet, ved, thet, 


j dhed, set, zed, shet, zhed, let, led, art, ard, 


met, med, net, ned, het, ret. 


Double length strokes may be pronounced: 
Lengthened Lay, lengthened M, etc. 
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HOW TO MASTER THE FORMS, LOGOGRAMS AND CONTRACTIONS. 


: It is not at all difficult to master tne forms, logograms 
and contractions contained in this book, if the student goes 
about it properly. Let the following plan be adopted: 


die Read over the page or pages assigned to you, carefully 
inspecting the characters and analyzing tnem phonetically to see 
that the different positions and principles of abbreviation are 
understood. If a form is written out of position, you will find 
a reason for it by referring to the article on “Position Writ- 
ing." 


Qe To test your acquaintance in reading the shorthand 
signs, take a little slip of paper or cardboard and place it 
over the printed column, and try to recall the word or words 
the character represents. When you have done this, slide the 
paper just enough to see whether or not you are correct, and go 
right down the column in this manner. If mistakes are made in 
thus reading, pursue the same method until you can read every 
word in that colwm, and so on throughout the remaining exer- 
cises. 


3. To test your acquaintance in writing the shorthand 
signs, place the slip of paper or cardboard over the shorthand 
characters and write the words of the entire column, and then 
compare your work with the engraved shorthand. If mistakes are 
found, pursue the same method until every word in that column 
can be correctly written. 


After the lesson has been prepared by the student in this 
manner, the teacher should proceed as follows: 


1. State the word or words and let the student answer by 
naming the outline and position, according to the directions on 
the preceding page. 


26 When the list has been gone over in this manner, re- 
verse the order by stating the outline and position, calling 
upon the student to name the word or words. 


3. Then proceed to dictate the words to the student, _ 
gradually increasing the speed until the characters can be writ- 
ten rapidly and accurately. 


It is not a difficult task to learn the lists of contracted 
forms if you bear in mind that the majority of contractions are 
formed as follows: 


1. A combination of the first two consonants, 

26 A combination of the first three or four consonant, 

3. A combination of the first two and last consonants, or 
46 A combination of the first and last consonants. 


A contraction is "the omission of that part of a word which 
is least suggestive to the eye in reading, or which is most 
difficult to the hand in writing." 
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DIRECTIONS TO STUDENTS. 


When phrase writing is taken up in Part I, and as each page 
is mastered, the student should make a transcript of same on the 
typewriter from his shorthand notes, as per sample on next page. 
Place the name at the upper left-hand corner, and on the same 
line to the right, the place or residence and date. Write six 
lines of each phrase, single space, and then between each set of 
phrases make a double space, and so on until the page is com- 
pleted. You should always look over your work and if any errors 
are found, rewrite or correct the page. Never hand in a page 
to your teacher unless you are certain there are no errors. 

When a lesson in letter writing is taken up in Part I, and the 
shorthand is tnoroughly mastered, then make a transcript or same 
on the typewriter from your shorthand notes. Read the article 
on letter writing in Part II, so you will be sure tc get the 
ecrrect form. Write each letter three times, using your own 
heading. By writing the letters single space you will be able 
to get three on a page. Remember, do not hand in unless you are 
absolutely certain they are free from errors. It will take some 
time to get out the work on the typewriter in this manner, but 
while the logograms and contractions are being taken up in Part 
I, you will have ample time to complete your typewriting before 
the next set of phrases or letters are reached. Accuracy in 
typewriting is what you should strive for, and by constant rep- 
etition, writing the phrases and letters over many, many times, 
speed will soon be acquired. When you have combined speed and 
accuracy, the goal will have been reached. ; 


Henry Brown. 


think 


think 
think 
think 
think 


think 


think 
think 
think 
think 


think 
think 
think 
think 
think 
think 


think 


think 
think 
think 
think 


think 
think 


think 
think 


think 
think 
think 
think 
think 
think 


think 
think 


think 
think 
think 


RAHA RHR HHHHHH HHHHHH HHHHHH MH HHH HHHAHH 


think 
think 
think 
think 
think 
think 


HHAR RH 


Note.—As the 


think J 


think y 


think y 


think y 
think jy 


think y 


think 
think 


HHHHoHH 
+ 
ey 
i 
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SAMPLE PAGE OF TYPEWRITING. 

Stockton, Cal., June 20, 1902 . 
ink I think I think I think I think 
ink I think I think I think I think 
ink I think I think I think I think 
ink I think I think I think I think 
ink I think I think I think I think 
ink I think I think I think I think 
ink you I think you. I think you I think 
ink you I think you J think you I think 
ink.you I think you I think you I think 
ink you I think you I think you I think 
ink you I think you I think you I think 
ink you I think you J think you I think 


you must 


I think I th 
L think lth 
I think I th 
I think I th 
thinks th 
I think I tn 
ink you I th 
ink you I th 

I 

I 

I 

it 


think you may 
think you may. 


HHHHHA HAAR 
c 
Dy 
i“ 
3 
bay 
ce 
C) 
= 


I 

I think y 

Z think y 
be I think y 

I think y 

I think y 


I think you 
I think you 
I think you 
I think you 
aE 


+ 
ey 
* 
3} 
vy 
=) 
3 
s 
3 
D 
«& 
HHHHHH HHH 


<= 

rea 

a) 

=) 
HHHHHe 


th 
th 
th 
th 
th 
Lea rigt 


th 
th 
[th 
th 
fev 
th 


think you may b 


ou may b 
ou may b 
ou may b 
ou may b 
ou may b 


must 
must 


must 


think you must 


I think you 


think 
think 
think 
think 
think 
think 


oO 
i) 
HHA 


I 
is 
must I 
I 
af 
I 


must 


you must 
you must 
you must 
you must 
you must 
you must 


ANG 


think you will 
think you will 
think you will 
think you will 
think you will 
think you will 


ink 
ink 
Ink 
ink 
ink 
ink 


ink 
ink 
ink 
ink 
ink 
ink 


e 
e 
€ 
e 
e€ 


Uy 
I 
if 
I 
I 
el 


think 
think 
think 
think 
think 
think 


be 
be 
be 
be 
be 
be 


you 
you 
you 
you 
you 
you 


you 
you 
you 
you 
you 
you 


are 
are 
are 
are 
are 
are 


may 
may 
may 
may 
may 
may 


AAA AHeSt HHeHHH 


think you 


. think you 


think you 


[ think you 


think you 
think you 


I think 
I think 
I: think 


you must 
you must 
you must 
you must 
you must 
you must 


I think you will 
I think you will 
I tnink you will 
I think you will 
I think you will 
I think you will 


think 
think 
think 
think 
think 
think 


think 
think 
think 
think 
think 
think 


may he 
may be 
may be 


you 
you 
you 
you 
you 
you 


you 


are 
are 
are 
are 
are 
ere 


may 
may 


nk you must 


must be 
must be 
you must be 


I think you must be 
I think you must 
I think yo 


u must be 


you must 
you must 


I think 
I think 
I think 
I think 
I think 
I think 


Phrases are taken up in Part I, they should be transcribed as above 
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KEY TO PHRASES IN PART I. 


1. I think, I think you, I think you will, I think you are, I 
think you may, I think you may be, I think you must, I think you 
must be, I think so, I think it is. 


2. I think it is impossible, I thank you, I shall, I shall be, 
I shall have, I shall do, I have said, I have just, I have seen 
them, I know. 


3. I hope you will, I hope you are, I hope you will be, I beg 
to acknowledge, I beg to thank you, I beg to say, I beg to ad- 
vise, I beg to inform you. 


4. I am, I am sorry, I am anxious, I must, I must be, I must 
have, I may receive, I must receive, I must acknowledge. 


5. I will, I will do, I will have, I will be, I am informed, 
I am ready, I may as well, I may-am also, I may be wrong. 


6. I see-saw, I so-say, I say so, I ask, I was going, I was 
much, I saw him, I saw them, I was informed. 


7. %$He was, and he was, he will, he will be, he must, he must 
be, he may be, he may be right, he may be wrong. 


8. He is, he has, he would, he would have, he would do, he 
should be, thinks he would, if he would, for he would, if he is- 
has, for he is-has, which he knows, as long as he-the, as soon 
as he-the. 


9. You may, you may as well, you must, you must be, you must 
have, you may be, you may be right, you may be wrong. 


10. You will, you will do, you will have, you will be, you are, 
you have, you have seen, you should, you should be, you should 
do, you should have, you should have seen. 


ll. We have, we have seen, we have seen them, we have said, we 
think, we think you are, we think you will, we think so, we 
think ycu may, we have this day. 


12. We shall, we shall be, we shall have, we thank you, we have 
yours, with them, with these, with this, with those, we hope you 
will. 


15. We do, we had, we beg to acknowledge, we beg to thank you, 
we beg to say, we beg to advise, we beg to inform you. 


14. It is-has, it must, it tust be, it is manifest, it is im- 
portant, it is impossible, it may be, it may be as well, it may 
be said, it is necessary. 


15. It is-has just, it is safe, it is said, it was, it was im- 
possible, it is so, it is a long time, it is-has now, it is no 
use, it should be, it may have. 


WITH FORMS AND PHRASES. 95 
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16. Take us, save us, leave us, love us, for us, with us, of 
us, to us, allow us, make us, give us, on us. 


17. As far as, so far as, as fast as, as fast as possible, as 
soon aS, a8 soon as possible, just as, as much as, as large as, 
inasmuch as, as well as, as early as, as long as. 


18. This week, next week, last week, a few weeks, a few weeks 
ago, next few weeks, some weeks ago. 


19. At the time, at any time, at the same time, for the first 
time, for a long time, this time, a long time, a long time ago, 
in time, by this time, several times. 


20. State of the case, several of the parties, many of the cire- 
cumstances, subject of the speech, importance of the subject, 
salvation of the country, a memorandum of the maximum. i / 


21. Today, tomorrow, of which, to which, to them, to-wit, to do 
50, of your, to your, for your, in your city, will you,’ would 
have seen. 


22. For the sum, at the same rate, in this city, receipt of the 
same, in this case, in his office, if you will be, First Nation- 
al Bank, circumstances of the case, peculiar circumstances of 
the case. 


23. By the way, which you have, bill of sale, invoice and bill 
of lading, in such cases, in such a case, bill of exchange, in 
stock, in so doing. 


24. Way-bill, a few days, a few days ago, all right, so as to, 
would say, so much, how much, as the case may be, in each case, 
in which case, in this country. 


25. Anything, anything else, past due, long past due, in any 
way, in no way, at last, at least, which is now, for the pur- 
pose, to become- 


26. On this subject, in this suit, what was said, what was he 
doing, Justice of the Peace, f.o.b., O. Ke, it seems to me, the 
first thing, the first subject, per annum. 


27. So long as, per cent. per annum, per cent. per month, on 
you, should you, how you, yours truly, yours faithfully, faithe- 
fully yours, respectfully yours, yours respectfully, sincerely 
yours. 


28. I have been, I have done, I have taken, I have known, I 
have known him, I had been, we have done, we have been, we had 
been, you Cane 


29. You can be, you can have, you should have been, has been, 
it has been, it has. been done, it has been said, it can, it can 
be, it is known. 
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30. He has been, he has done, he had been, he can, he can be, 
he can do, would have been, thinks he can, at one time, in the 
meant ime. 


31. Less than, nothing less than, faster than, lower than, as 
soon as you can, as well as you can, as fast as you can, as far 
as you can, if you can, for instance. 


32. Receipt in full, again and again, within a few days, with- 
in the next few days, what do you mean to say, what do you mean 
by, of your own knowledge, duly sworn, being duly sworn, being 
first duly sworn. 


33. At the rate of, to whicn you refer, in which you refer, to 
whom you refer, do you refer, who have, who have been, which 
have been, which have done, we hope to have, I am aware. 


34. We will be, we will have, we will do, we must be, we must 
have, we must try, we may as well, with him you may, with whom 
you may, with whom you aree 


35. We must request you, with enclosure,when you, one or two, 
one thousand dollars, one of the most, one of the best, one of 
the worst, with your request. 


36. As quick as, in the meanwhile, we are sorry, we are posi- 
tive, we write, we wrote,with respect, with reference, we re- 
quire, we mail you. 


37. For the sake of, when he is-has, in this action, in said 
action, cause of action, take an exception, by way of illustra- 
tion, in his investigation. 


38. I will be pleased, we will be pleased, I am pleased, we 
are pleased, we shall be pleased, should be pleased, would be 
pleased, I enclose you, we enclose you, it is difficult. 


59. It is likely, it is most likely, it is only necessary, in 
all such cases, in all cases, in relation, please advise, please 
advise us. 


40. By all means, it is possible, in the first place, in the 
next place, in the last place, first class, with all and singu- 
lar; sign, seal and deliver the same, it will be impossible, at 
length. 


41. In receipt, I am in receipt, I am in receipt of yours, I 
am in receipt of your favor, we are in receipt, we are in re- 
ceipt of yours, we are in receipt of your favor. 


42. In reply, in reply to yours, in reply to your favor, re- 
plying to yours, replying to your favor, in response, in re- 
sponse to'your favor, in response to same. 
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43. In answer to your favor, receipt of your favor, your favor, 
please favor us, I am very much, I presume you are, I am very 
sorry, I am very sure. 


44. I assure you, I am surprised, I expect to prove, I am 
perfectly, we will try to have, we are very sorry, we will take 
pleasure, we are now. 


45. You may be sure, you will be sure, you must remember, you 
will try, you will probably, you will favor us, and favor us, 
in his favor, you surely. 


46. It is true, it is perhaps, very much, there is much, two 

or three, two or three days, two or three days ago, two or three 
weeks, two or three weeks ago, two or three months, two or three 
months ago. 


47. Two or three years, two or three years ago, as per your 
request, at our request, which are most likely, at owner's risk, 
at the same price. 


48. To be the same person, f. 0. b. cars, more or less, are 
you sure, list price, of all and every, hear from you, by ex- 
press, per month, of course, of course it is. 


49. In the course of a few days, quicker than, sooner than, 
nearer than, as near as you can, state as near as you can, in 
this manner, in the same manner, in such a manner as to. 


50. In any manner, in our investigation, in some, in some cases, 
in some respects, in some instances, in some measure, in some 
degree. : 


51. In our opinion, there has been, there must be, there should 
be, there are several, there can be, they are acknowledged, they 
are expected, they are known, they are unable, who are. 


52. In other respects, in every respect, if your Honor please, 
do you remember the circumstances, coin of the United States of 
America, very likely, newspaper. 


53. Dear Sir, very truly yours, yours very truly, cordially 
yours, very respectfully yours, yours very respectfully. 


54. I find, I found, I have not, I have not been, I have tried, 
I have no doubt, I understand, I understood, I understand you 
to say, I understood you to say. 


55. I intend, I need not say, I cannot, I cannot say, I could 
not, I could not say, I could not swear, I could not tell you, 
I did not, I do not, I had not. 


56. ’'I did not intend, I do not intend, I did not know, I do 
not know, I do not think so, I did not understand, I do not 
understand, I have received, I have just received. 
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57. I have sent, I beg to state, I beg to hand you, I don't 
recollect, EF don't remember, I shall be glad, I am very glad, 
I am inclined. 


58. I am afraid, I am certain, I am able to, I am aware of the 
fact, I am not positive, I will not, I will not be able to, I 
trust that. 


59. He will not, he will not be, he will not have, he could, 
he could not, he could not be, he could not have, he cannot, he 
cannot be, he cannot have, didn't he say. 


60. He would have, he would be, he would not, he would not be, 
he would not have, he has not been, he might, he might as well, 
he told us, he told them, he did not, he did not know, he had 
not. he was not. 


61. You will not, you will not be, you will not have, you will 
find, you may not, you may not be, you will please find, you 
must not think, you will understand, you may be certain. 


62. We find, we have not, we have not been, we have not heard, 
we have not received, we have made you, we think you will find, 
we think that, we think you will be able to. 


65. We did, we did not, we do not, we had not, we did not know, 
we do not know, we do not think you are, we do not doubt, we 
shall be glad, we shall be favored. 


64. We are inclined, we are certain, we trust you will find, 
we will not be able to, we might as well, we note. 


65. It will not, it will not be, it cannot, it cannot be, it 
could not, it could not be, it is-has nat, it has not been, it 
was not, it should not, it should not be, it is not known, it 
is no doubt. 


66. At that time, at the present time, behind time, a short 
time, sometime ago, by tnat time, at al]. times, at all times 
willing, at times, our time. 


67. Let us, let us hear from you, let us consider, let us 
proceed, let us have, send us, please send us, let us be, let 
us remember, let us know. 


68. As good as, as great as, as hard as, as loud as, as old as, 
as I understand it, as it would be, as it should be, as it may 
be, as it is, as it is impossible, as it is important, as it may 
be necessarye 


69. How long, how long after, how long were you, how long was 
it, how long ago, how long have you been, how long have you 
known nim, how long have you lived, how far, how do you know. 
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70. Sunday morming, Monday morning, Tuesday morning, Wednesday 
morning, Thursday morning, Friday moring, Saturday morning. 


71. This morning, that morning, yesterday morning, in the morn- 
ing, on the morning, after tne morning, by the morning, when the 
morning. 


72. In regard-to, in regard to it, in regard to this account, 
in regard to his account, with reference to your account, in 
reference to his account, of your account, of this account, of 
recent date, esteemed favor. 


73. Esteemed friend, we regret, we regret to say, we-with re- 
gard, we are obliged, we received, in accordance, by return 
mail, free on board cars. 


74. Please find, under the circumstances of the case, that you 
are, that you will, that you will be able, that you will be able 
to, and that the said, and that the same is true, and that he 
will be, better than, greater than, send you, so that. 


75. In which you will find, it is not only, car load, did you 
see-say, did you acknowledge, did you know, did you not, did 
you not state, did you understand. 


76. Did he not, in this world, in the world, civilized world, 
to a great extent, to some extent, certain extent, financial 
standing, Secretary of State, Secretary of War. 


77. Secretary of the Navy, Secretary of the Interior, Secretary 
of the Treasury, for the most part, if you cannot, if it is 
possible, if it is-has not, in this land, could not be, could 
not doe 


78. Could not understand, absolutely impossible, absolutely 
necessary, in other words, net cash, at any rate, at all events, 
this class of freight, able to make. 


79. There ought to be, Ladies and Gentlemen, is (it) not, is 
it not a fact, isn't it a fact, isn't it the case, about it, 
would be glad, a great deal, who have not, who have not been, 
east and weste 


80. What is the date of the sales, this shipment, in the 
midst, on or about the, to be able to, one hundred feet, in the 
second place, anybody else, nobody else, in the country. 


81. Last will and testament, duly received, according to the 
evidence, circumstantial evidence, in the year of our Lord, on 
the part of plaintiff, note an exception; grant, bargain, sell 
and convey; granted, bargained, sold. 


82. Has not been, the first and second, and greatly oblige, 
may it please your Horior, may it please the Court, Board of 
Trade, Board of Trustees, Dear Friend, Dear Madam. 
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83. What did he say, what did you say, when did you see him, 
where did you see him, Almighty God, Lord God, Word of God, 
House of God, Church of God, Holy Spirit, Lord and Savior Jesus 
Christ. 


84. That is to say, it would be, it would not be, it had been, 
it had not been, which would be, which would not be, which had 
been, wrich had not been, such had not been. 


85. Did not, didn't, do not, don't, had not, hadn't, cannot, 
can't, is not, isn't, has not, hasn't, was not, wasn't, could 
not, couldn't. 


86. Would not, wouldn't, should not, shouldn't, have not, 
haven't, were not, weren't, I will, fii} we will, we'll, you 
will, you'll, they will, they'll. 


Svs He had, held alam, im Ll have live, you ane ss yousne, 
There is, there's, you have, you've, he will, he'll, he has, 
he's, that is, that's. 


88. I am in receipt of your letter, I am in receipt of your 
order, we are in receipt of your letter, we are in receipt of 
your order, in your letter, in reply to your letter, replying 
to your letter, in response to your letter. 


89. In answer to your letter, in his letter, in respect to the 
matter, in referring to the matter, in reference to the matter, 
in relation to the macter. 


90. With respect to the matter, with reference to the matter, 
in regard to the matter, in this matter, in such matters, in 
the matter. 


91. If the matter, for the matter, place the matter, as a 
matter of fact, any longer, no longer, I think there te, I think 
there will be, I am sure there is. 


92. When there shall be, wnen there is to be, if there is any- 
thing else, in the near future, at sender's risk, at one time 
or another, Board of Directors, stockholders. 


93. State whether, state whether or not, do you know whether, 
do you know whether or not, do you remember whether, do you 
remember whether or not, do you recollect whether, do you recol- 
lect whether or not, can you recollect whether, can you recole- 
lect whether or not, can you remember whether, can you remember 
whether or not. 


94, I don't know whether, I don't know whether or not, I don't 
remember whether, I don't remember whether or not, I cannot 
recollect whether, I cannot recollect whether or not, whether or 
not, I will ask you whether or not, sooner or later, fraternal- 
ly yours. 
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95. Somehow or other, somewhere or other, something or other, 
some way or other, by some means or other. 


96. Railroad Company, Railway Company, American Express Com- 
pany, Standard Oil Company, Transportation Company, John Smith 
& Company. 


97. Phonographic Society, Benevolent Society, Relief Society, 
Singing Society, Mutual Aid Society, Medical Society. 


98. Christian Association, Protective Association, Benevolent 
Association, Improvement Association, Savings Association, 
Building Association. 


99. Republican Party, Democratic Party, Labor Party, Whig 
Party, Free Soil Party, Prohibition Party. 


100. Finance Comniftee, House Committee, Claims Committee, 
Relief Committee, Judiciary Committee, Executive Committee. 


101. Treasury Department, War Department, State Department, 
Past Office Department, burchasing Department, Legal Department. 


102. Weber Avenue, Miner Avenue, Lake Avenue, Hazelton Avenue, 
Michigan Avenue, Central Avenue. 


103. Hereunto set my hand and affix my private seal, hereunto 
set my hand and affix my official seal, hereunto set my hand 
and seal, hereunto set our hands and seals, know ail men by 
these presents, in witness whereof, heirs, executors and ad- 
ministrators; under the influence of liquor. 


104. Hxecutors, administrators and assigns; incompetent, irrel- 
evant and immaterial; does not state facts. sufficient to con- 
stitute a cause of action; tenements, hereditaments and appur- 
tenances; duly commissioned and sworn, collect on delivery, 
above entitled action, to have and to hold, truth, honesty and 
integrity. 


105. According to my recollection, according to my best recol- 
lection, according to your recollection, according to your 
best recollection, according to the best of your recollection 
called for the prosecution and sworn, called for the defendant 
and sworn. 


106. Called for the plaintiff and sworn, do you know the plain- 
tiff in this action, do you know the defendant in this case, in 
the Superior Court, in the Supreme Court, your attention, [I 
call your attention, I call your attention to the fact, pre- 
ponderance of evidence. 


107. Subscribed and sworn to before me this, objection is 
sustained, objection is overruled, to a moral certainty and 
beyond a reasonable doubt, first above written. 
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108. Party of the first part, party of the second part, attorney 
for plaintiff, attormey for defendant, in the neighborhood of, 
in hand paid, the receipt whereof is hereby acknowledged, in his 
own behalf; right, title and interest. 


109. Above named plaintiff, above named defendant, direct ex- 
amination, re-direct examination, cross examination, re-cross- 
examination, parcels of land, Gentlemen of the Jury. 


110. Will you please state, please state to the Court and jury, 
as near as I could judge, as near as I can judge, this blank 
day of blank. 


111. Sitting-room, dining-room, bedroom, front room, back room, 
court-room, bar-room, storeroom, stateroom. 


112. Your store, our store, book store, in our store, at our 
store, at my store, wholesale store, grocery store, drug store. 
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DIVISIONS OF A LETTER. 
A letter should comprise six divisions, viz: 


avs The Heading, which consists of the name of the place 
where the letter is written, and the date. 


26 The Introduction or Address, which consists of the 
name, title and place of business or residence. 


3. The Salutation, which consists of the words, "Dear 
Sir," "Gentlemen," etc., as the case may be. 


4, The Body of the letter. 


Se The Complimentary Close, which consists of the words, 
"Respectfully yours," "Yours very truly," etc. 


66 The Signature. 
MANNER OF WRITING LETTERS ON THE TYPEWRITER. 


1. Begin the Heading at about 35 on the typewriter scale, 
Never insert "th" after the date in the headline. It may be 
done in the body of a letter in such phrases as, “of the 10th 
instant,” "on the 20th of March," etc. 


26 Begin the Introduction as follows: The name and 
‘title at margin of scale. The place of business or resicerice 
at 10 of the scale, or just far enough back so the line will 
extend to the right and a little beyond the one above. If the 
introduction occupy three lines, it is well to make the first 
three lines single space, and double space for Salutation. If 
a line in the Introduction is very long, the line which follows 
should be placed in the center of the one above. 


Oe The Salutation should begin at the margin of the 
scale and be followed by a colon. 


4. Tne Body of a letter should begin at about 15 of the 
scale, under and to the right of the Salutation. 


All subsequent paragraphs should be indented uniformly to 
5 on the scale. 


When a letter is written single space, some prefer to write 
the Introduction and Salutation double space, and a double space 
between paragraphs. 


5. The Complimentary Close should begir at 30 or 35 of 
the scale. 


66 The signature should begin at about 40 of the scale, 
put is usually written with pen and ink. 
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Letters under the Circles S-SES, Loops ST-STR. 


384 
(Your ovm heading) 
Adolphus A. Edison, Esq, 
Albany, N. Y. 
Dear Sir: 

I desire to be informed as early as possible, if you 
will keep in stock next year tne same style of boots and snoes 
you are now carrying? I should know this as soon as possible, 
as our new stock will be here almost any time now. We expect 
invoice and bill of lading today. Will mail you samples ina 
few days, and hope you will acknowledge receipt of the same. 


Yours truly, 


84 words to be dictated in 40". 
84 words to be typed in 2'-48". 


ar, 
(Your own heading) 
Cyrus B. Morse, Esq., 
Pierre, S. Dak. 
Dear Sir: 

In answer to yours of the 20th would say: I have 
seen F. M. Smith in this city several times this week. He came 
here last week and will leave for Chicago next week. I saw nim 
in New York some weeks ago, and he informed me at the time he 
would sail for England in a few weeks. If you desire me to 
speak to him on the subject before he leaves, write me tomorrow. 


Respectfully yours, 


86 words to be dictated in 41". 
86 words to be typed in 2'-52". 


ara 
(Your own heading) 
Horace C. Tennyson, Esq., 
Jackson, Miss. 
Dear Sir: 

: In answer to yours of the 14th inst., would say: We 
pay the Bank here eight per cent. per annum. for the use of 
money. By the way, I see you have the advantage of us in rate. 
Will you advise us, as soon as possible, if the First National 
Bank of your city will make us the same rate you are now paying? 
They should feel safe in so doing, inasmuch as we expect large 
sums of money at any time for invoices now due. 


Yours respectfully, 


98 words to be dictated in 47", 
98 words “o be typed in 3'-16". 
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4. 
(Your own heading) 
Joseph D. Uongfellow, Esq., 
Topeka, Kan. 
Dear Sir: 

It seems to me, if the party in the house were honest, 
he would have seen to it before. I will see him to-day, however, 
and inform him of our rights. I think it is impossible to re- 
ceive the money in time to do anything with them. It is safe 
to say he will be in his office by Monday. This is an extra- 
ordinary case, and we snould insist on our rights. 


Yours faithfully, 


80 words to be dictated in 38”. 
80 words to be typed in 2'-24", 


Sin 
(Your own heading) 
Forrest £E. Irving, Esq., 
Cheyenne, Wyo. 
Dear Sir: 

I think you should see tne defendant in this case. At 
first the party said the Bank would make the exchange, but it is 
now unnecessary to do so. The executor and executrix saw the 
administrator and administratrix at the First National Bank to- 
day, and they were satisfied because they saw the advantage of 
it. If you will be here Tuesday, I will do my best for you. 


Faithfully yours, 


79 words to be dictated in 37". 
79 words to be typed in 2'-23". 


66 
(Your own heading) 
Leroy F. Shakespeare, Esq., 
Boise City, Ida. 
Dear Sir: 

I would suggest you pay your dues to the Committee 
today. You should, at least, signify your desire to do so, es- 
pecially because it is essential and necessary at this time. 
The Committee informed me of .the rates, which were represented 
as being just and uniform. Several of the parties have seen 
the advantage of this and will come in tomorrow. You should 
also pay your insurance money to the Bank before the first of 
the month. 


Sincerely yours, 


90 words to be dictated in 43". 
90 words to be typed in 3'. 
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Letters under the N hook. 


the 
(Your own heading) 
Henry G. Milton, Esq., 
Boston, Mass. 
Dear Sir: 

We have in stock this week a line of fancy sateens, 
which we desire to dispose of as soon as possible. We expect 
to have a special sale of this stock witnin the next few days. 
As you are familiar with the details of the business, would like 
to have you come in at once, or as soon as you can , and assist 
use In the meantime our men will arrange the stock to the best 
advantage, and mail samples to the various dealers. If you can 
come in, write us at once. 


Yours truly, 


104 words to be dictated in 50". 
104 words to be typed in 3'-28". 


Gre 
(Your owm heading) 
Benjamin H. Bacon, Esq., 
Baton Rouge, La. 
Dear Sir: 

I think you are mistaken in your opinion, as this man 
is known to be responsible and economical in his various deal- 
ings. He has done much to improve the system of things in your 
city, and is highly respected. The suspension of business you 
speak of was due to the financial outlay of an irresponsible 
party, who was at once punished for his misdemeanor. He organ- 
ized a small party of men to attain his purpose, but it was im- 
possible for him to escape, and he was taken before his majesty 
and forced to acknowledge the wrong. 


Yours truly, 


108 words to be dictated in 52". 
108 words to be typed in 3'-36", 


oie 
(Your own heading) 
John I. Dickens, Hsq., 
Augusta, Me. 
Dear Sir: 

I have yours of the 9th inst., and in answer to same 
would say: I have been to the House of Commons, the lower House 
of Parliament, and will visit the United States House of Rep- 
resentatives on the 22d inst. and listen to the speech of Gen- 
eral Jones on the popular subject of “Public Rights." In my 
opinion the General will speak to a large audience. I am anxious 
to be informed on this subject, as several of our citizens seem 
to tnink tne salvation of the country is simply impossible. 
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I hope you will came along with us. 
Yours truly, 


110 words to be dictated in 53". 
110 words to be typed in 3'-40". 


Letters under the F-V, SHUN and W hooks. 


10. 
(Your own heading) 
David J. Lowell, Esqa., 
Olympia, Wash. 

Dear Sir: 

I hope to have the satisfaction of an investigation 
before the next publication of the magazine, and will insist 
on a just representation of the different denominations. I have 
in my possession some information of the accusation, and it is 
but a question of time when all things set forth in this edition 
will be in a condition to pass upon. In addition to this, the 
Governor will arrive within a week, and then the examination 
will be commenced, irrespective of what may happen. 


Yours truly, 


95 words to be dictated in 45". 
95 words to be typed in 3'-10". 


Ly, 
(Your own heading) 
William K. Wellington, Esq., 
Des Moines, Ia. 
Dear Sir: 
The Baptist divine, a cousin of the Archbishop, gave 
a magnificent illustration of the effect of the Reformation. He 
is an influential man of much knowledge, and is especially fam- 
iliar with his subject. He was at one time involved in debt, 
simply because cf his benevolence, but by faithful attention to 
business all debts were paid. He was a Democrat, but is nowa 
Republican; he has been to the Legislature, and in time may be 
a Cabinet officer. 


Yours truly, 


90 words to be dictated in 43". 
90 words to be typed in 3°. 


SW 
(Your own heading) 
Edwin L. Miles, Esq., 
Lansing, Mich. 
Dear Sir: 
I wish you would distinctly state to the Episcopal 
Bishop why this despicable man was so barbarously decapitated. 
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The time designated for the decapitation was conspicuously pub- 
lished in many of the dailies. The extemporaneous speech of the 
villain was taken dow by a stenographer and published in one of 
the magazines. Many men assembled to witness the execution, and 
just before his death, the man changed his religion and was bap-- 
tized in the Catholic faith. : 


Yours truly, 


85 words to be dictated in 41". 
85 words to be typed in 2'-52". 


Letters under the L and R hooks. 


13. 
(Your own heading) 
Mr. Flmer M. Livingstone, 
Columbus, Ohio. 
Dear Sir: 

I am in receipt of yours of the 20th, in which you 
refer to the special rate which the mortgagee gave to the mort= 
gagor on the property within his jurisdiction. I presume you 
are correct in your opinion, as the character of the soil isa 
rich, sandy loam and very productive, producing enormous crops 
of wheat, barley and corn. I am satisfied Mr. Brow is perfect- 
ly safe in taking this mortgage, and will experience no diffi- 
culty, whatever, in collecting the money when due. 


Very truly yours, 


95 words to be dictated in 45". 
95 words to be typed in 3'-10" 


Aare 
(Your own heading) 
Mr. Jerome N. Stanley, 
Atlanta, Ga, 
Dear Sir: 

In reply to your favor of the 10th would say: The 
people of the opposition were in a position to take possession 
of the organization during this session. The members of the 
association, however, were aware of this, and realizing the 
danger, at once determined to withdraw their forces to a place 
of safety. It is difficult to state just what action will be 
taken by the members of the society, but it is most likely they 
will be reenforced by a number of capable men, in which case 
they will, most likely, conquer. 


Yours very truly, 


107 words to be dictated in 52". 
107 words to be typed in 3'-34". 
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Moye 
(Your own heading). 
Mr. Oliver O. Fulton, 
Columbia, S. C. 
Dear Sir™ 
Replying to yours of the 12th would say. We have in 
our possession some information of the revolution, which will, 
tn all probability, determine our commercial relations with this 
Republic. The principal thing will be to keep it from the news- 
papers for a few days; or, at least, until we are positive of 
the truth of the cablegram. In the meantime, we will try to 
have the Committee on Ways and Means take the necessary steps 
to draw up the proper papers for this measure, and have every- 
thing in readiness, so no time may be lost. 
Trusting they will take pleasure in so doing, we remain, 


Very truly yours, 


120 words to be dictated in 57" 
120 words to be typed in 4'. 


16. 
(Your own heading) 
Mr, Theodore P. Watt, 
Raleigh, N. C 
Dear Sir: 

In compliance with your request of the 12th, we mail 
you one dozen copies of the Phonographic Magazine for distribu- 
tion, and trust you will receive same in due time. You should 
have no trouble in securing at least twenty new subscribers in 
your city before the first of the month, as the rate of subscrip- 
tion is but one dollar a year. Every stenographer, who desires 
to reach the top notch in the profession, should take the mag- 
azine. Of course it will be necessary for you to make a thorough 
canvass of the city. If you do this, we feel sure you will ex- 
perience no difficulty, whatever, in securing this number. 

We are pleased to learn of your success in the school bus- 
iness, and trust you will continue to prosper. 


Cordially yours, 


140 words to be dictated in 1'-7". 
140 words to be typed in 4'-40". 


WY 
(Your own heading) 

Mr. Charles Q. Whittier, 

Tallahassee, Fla. 
Dear Sir: 

As per your request of the 15th would say I have been 
a member of the Phonographic Society for more than three years. 
I began the study of phonography when I was but sixteen years of 
age, and at eighteen took a position as phonographer in one of 
the large railroad offices. My em’ over was well satisfied with 
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“my work, end in less than a year I was advanced to the position 
of head stenographer at a salary of $125 per month. If you 
thoroughly master the principles of phonography, you should have 
no trouble in securing a lucrative position. 

Trusting this explanation is satisfactory, I remain, 


Very truly yours, 


125 words to be dictated in 1’. 
125 words to be typed in 4'-10". 


18 
(Your own heading) 
Mr. Oscar R. Thackeray, 
Jefferson City, Mo. 
Dear Sir: 

In response to your favor of the 20th would say: It 
is only necessary for the men to comply with the rules and reg- 
ulations of the Company in all cases to attain success in the 
work. It is simply impossible to reach a high stage of per- 
fection in this class of work, unless we insist on each one do- 
ing his very best. The quality of the work should be first- 
class in every respect, as none of our employees are inexper- 
ienced. I am sure we have men and women in our employ who are 
really capable of complying with our wishes, and who should be 
perfectly willing to do so. 


Very truly yours, 


123 words to be dictated in 59". 
123 words to be typed in 4'-6". 


19. 
(Your own heading) 
Mr. Victor S. Burns, 
Charleston, W. Va. 
Dear Sir: 

Replying to your favor of the 6th would say. The next 
session of the lodge will be the autumn session, which will be 
in session on the 9th inst. We would be pleased to have you 
with us, as very important business will, most likely, come up 
for consideration. Henry James, in all probability, will de- 
liver a lecture on the subject of the "Revelation of the Divine 
Will," which will be well worth hearing, I assure you. We trust 
you will be with us on the above date. 


Very truly yours, 


100 words to be dictated in 48". 
100 words to be typed in 3'-20",. 
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20. 
(Your own heading) 
Mr, Ralph T. Burke, 
Denver, Colo. 
Dear Sir: 

I am in receipt of your favor of the 20th, and in 
response to same would say: The General to whom you refer has 
many peculiar characteristics. I saw him two or three days ago 
and in conversation with him he took occasion to remark many 
strange things. On some subjects he spoke with discrimination. 
He suggested a new system of legislation whereby all would en- 
joy equal rights and prosperity. He is a thorough mechanic, and 
seems to be well versed in jurisprudence. 


Very truly yours, 


95 words to be dictated in 45". 
95 words to be typed in 3'-10",. 


21 
(Your own heading) 
Mr Norman U. Bryant, 
Lincoln, Neb 
Dear Sir; 

A memorandum of the maximum rate of speed at which the 
vessels plying the river may safely navigate, together with other 
memoranda taken from a chapter of a manuscript on Marine Regu- 
lations, was given to the Company today. The object of this data 
is to determine the average speed of each vessel. All steamers 
will now leave on regular time, and there will be no irregularity 
as before. 

Trusting the above information will be of service to you, 
I remain, 


Very truly yours, 


92 words to be dictated in 44". 
92 words to be typed in 3'-4". 


Letters under the Halving Principle 


eae 

(Your own heading) 

Mr. Edgar V. Bonaparte, 
Providence, R. I. 

Dear Sir: 
: Your favor of recent date at hand and will receive our 
prompt and careful attention. We send you by return mail, under 
separate cover, one of our latest catalogues, which will enable 
you to ascertain the actual wholesale price of all articles in 
our line of business. We have not, heretofore, had an opportun- 
ity of supplying you with any of our goods, but trust hereafter 
we may receive a liberal share of your patronage. We recommend 
all articles listed in our catalogue, and guarantee them to be 
the very best in every respect. We think you will find our 
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terms reasonable, prices right, and methods of doing business 
legitimate. We appreciate very much your kindness in remember- 
ing us, and we wil] endeavor at all times to please you. 


Very truly yours, 


140 words to be dictated in 1'-7". 
140 words to be typed in 4'-40". 


23. 
(Your own heading) 
Messrs. Henry & Hamilton, 
Phoenix, Ariz. 
Gentlemen: 

In reply to your favor of the 9th inst. we beg to 
state that under the circumstances we can do nothing which would 
be satisfactory. We cannot be responsible for these errors and 
omissions, and I am surprised that you should ask us. If you 
will agree to send us the goods at the same rate, we will take 
pleasure in receiving them. If you cannot do this, we shall be 
obliged to make our purchases from the City of San Francisco. 
If this meets with your approval, would be pleased to have you 
ship the goods by express, so that we will receive them as soon 
as possible, 

Very truly yours 


120 words to be dictated in 58". 
120 words to be typed in 4°. 


24. 
(Your owm heading) 
Messrs. Webster, Calhoun & Clay, 
Bismark, N. Dak. 
Gentlemen: 

Your favor of recent date duly received and contents 
noted. We have experienced some difficulty in shipping the 
goods by express, but hope to have them go forward tomorrow. It 
is true this shipment should have been forwarded last week, but 
it was impossible to get the Express Company to handle the 
freight on account of the damage done to the various railroads 
throughout the state by washouts, etc. The tracks have been 
repaired, however, and all freight will go forward as before. 

Trusting the delay has not inconvenienced you in any way, 
we remain, 


Very truly yours, 


112 words to be dictated in 54". 
112 words to be typed in 3'-44", 


25. 


(Your own heading) 
Messrs. Disraeli, Gladstone & Blaine, 
Helena, Mont. 
Gentlemen: 


We enclose you account against Henry Johnson & Sons 
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of Chicago, Ill., together with a number of communications from 
them. This account, $60.50, is now long past due. You will 
observe by enclosures that these gentlemen have made repeated 
promises to pay if we would wait upon them indefinitely. We 
cannot do business in this loose way, and must insist upon im- 
mediate settlement. Please take such steps as you deem neces- 
sary to secure payment of this debt at once. Upon receipt of 
check for balance due on their account, we will send them re- 
ceipt in full. 


Very truly yours, 


112 words to be dictated in 54". 
112 werds to be typed in 3'-44",. 


266 
(Your own heading) 
Messrs. Sampson, Dewey & Schley, 
Annapolis, Md. 
Gentlemen: 

Your esteemed favor of the 10th inst. received. We 
note what you say regarding the men, and we approve of the means 
you took to suppress the action. The Committee, no doubt, will 
be very much surprised to learn the facts of the case; but, 
nevertheless, it will be an agreeable surprise to them, I assure 
youe There is no question in my mind but what your action will 
meet witn their approval, and you will be fully vindicated. We 
have had more or less trouble with this combination ever since 
I have been connected with the Company, but I am perfectly sat- 
isfied by your action in this particular case that you will 
never again experience any difficulty, whatever, from that 
sourcee 


Very truly yours, 


135 words to be dictated in 1'-5". 
135 words to be typed in 4'-30". 


27. 
(Your own heading) 
Mr Andrew W. Washington, 
Little Rock, Ark. 
Dear Sir: 

I desire to remind you once more that a balance of 
$150 is now.due on your account. We have sent you statement 
after statement, but we are unable to receive any reply from our 
cormunications. We wish to state, however, that unless you are 
heard from on or before the lst inst. with a remittance, or a 
definite statement regarding your financial standing, we shall 
be obliged to place the account in our attorney's hands for col- 
lection. We might add that if this account is settled within 
the next few days, we will allow you a discount of five per 
cent. You should, by all means, take advantage of this liberal 
offer. 
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Trusting you will remit at once, we remain, 
Very truly yours, 


135 words to be dictated in 1'-5". 
135 words to be typed in 4'-30". 


28. 
(Your own heading) 
Mr. Albert X. Adams, 
St. Paul, Minn. 
Dear Sir: 
In reply to your favor we beg to advise you that the 
Committee referred to has the law on its side and is bound to 
succeed if the subject is presented in the right manner. We 
have no objection to your using our name, and you may feel at 
perfect liberty to do so if you desire. If you are able to 
accomplish your object, you will confer a boon, not only upon 
those who have worked faithfully and diligently for the success 
of this measure, but also upon the poor laboring glass of hu- 
manity, who need protection. It will greatly astonish us if you 
are successful in establishing this movement. 
Wishing you the greatest success in your undertaking, we 
remain, 


Very respectfully yours, 


133 words to be dictated in 1'-3". 
133 words to be typed in 4'-26". 


29. 
(Your own heading) 
Mr. Clarence Y. Jefferson, 
Nashville, Tenn. 
Dear Sir: 

In answer to your favor of the 20th we beg to inform 
you that the President and Secretary of our Association visited 
the architect's office yesterday to inspect the plans of the 
new Agricultural building, which is to be erected at once. This 
structure when completed will approximate perfection, and will 
cost in the aggregate about ten thousand dollars. It is ex- 
pected that thousands of people will congregate to witness the 
ceremony of laying the comer stone. If it is possible, would 
be pleased to have you with us at that time. 


Very truly yours, 


103 words to be dictated in 49". 
103 words to be ‘typed in 3'-26", 
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LO) 
(Your own heading) 
Mr. Daniel Z. Madison, 
Austin, Tex. 
Dear Sir: 

The Preliminary Examination of the defendant was held 
before Justice of the Peace Brown today. During the progress of 
the trial it was learned that tne defendant was, at one time, 
an aristocratic gentleman, universally respected and Vice- 
President of tne Second National Bank of Boston. He was also 
interested in the manufacture of magnetic and electrical sup- 
plies, but through bad speculations he became financially em- 
barrassed, and was forced into bankruptcy. The thoughts of 
being bankrupt prayed,upon his mind, and becoming desperate, he 
committed this criminal offense for which he must row stand 
trial. 

Very truly yours, 


107 words to be dictated in 52". 
107 words to be typed in 3'-34". 


31. 
(Your own heading) 
Mr. Fdmund Monroe, 
Santa Fe, N. Mex. 

Dear Sir: 

We are in receipt of ycur communication of the 2%th. 
From statements made by several of the passengers, the inves- 
tigation promises to be highly interesting, if not sensational. 
According to information tnus far received, the steamer, although 
somewhat dilapidated, could have been saved if ordinary precaue 
tion had been exercised.e ‘So far as we know the accident was due 
either to the recklessness or gross carelessness of the offi- 
cers. Instead of taking the transport to the nearest and safest 
point in the channel, those in control, it is said, steered 
across the straits to a point where it would be difficult to 
prevent the steamer from becoming a total wreck. The usual -cus- 
tom on passenger steamers, in all such cases, is to swing out 
life boats and prepare them for use at a moment's notice. It 
appears that this was not donee We will give you the result of 
our decision within the next few days. 


Very truly yours, 


170 words to be dictated in 1'-18". 
170 words to be typed in 5'-40". 


32. 
(Your own heading) 
Mr. Fdward Adams, 
Madison, Wis. 
Dear Sir: 
Your favor cf the 15th at hand and contents noted. 
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Replying to same we beg to advise you that we have just dis- 
covered, in our investigations, a number of good prospects on 
our claim, and by a microscopic analysis we were able to make 
an estimate of the value of the ore, which was quite satisfac- 
tory, I assure youe In order to develop this claim properly, 
it will be necessary to organize a company and issue stock to 
the amount of 10,000 shares, at one dollar per share. Just as 
s00n as this is done and half of the stock is subscribed, we 
will take immediate steps to develop the same; 

We have sunk a perpendicular shaft on one of our claims, 
which is now about 100 feet in depth. The ore from this mine 
resembles that of the Raw Hide, and will be worked as soon as 
the machinery is put in place . 


Very truly yours, 


166 words to be dictated in 1'=-20". 
166 words to be typed in 5'=32.. 


33. 
(Your own heading) 

Mr. Reginald Jackson, 

Sacramento, Cal. 
Dear Sir: 

Yours of the 22nd received and very carefully noted. 
I am perfectly willing to assist you to a cértain extent, but 
I did not agree to carry your indebtedness over until fall. 
You will probably remember that these goods were shipped f.0.b. 
cars your city with the understanding that they were to be paid 
for in the course of a few days. In some respects you have com- 
plied with our wishes, but in other respects you have note In 
some cases we have allowed customers five or six months' time, 
but cannot do so in this case, as that was not the understand- 
ing at the time you purchased the goods. 

Trusting you will be able to favor us with a remittance 

at once, we remain, 


Very truly yours, 


140 words to be dictated in 1'-7". 
140 words to be typed in 4'=-40". 


34. 
(Your own heading) 

Mr. George Van Buren, 

Springfield, Ill. 
Dear Sir: 

I have just received a telegram from the station agent 
at Reno, stating that passenger train No. 600, due here at six 
P. Me, will be delayed several days on account of the heavy snow= 
storm in the mountains. Several express messengers, strangers to 
me, and a number of prominent railroad officials, together with 
a Jarre force of men, passed through here a short time ago ona 
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special en route to the scene of the blockade. If the storm 
continues, the passengers will probably be transferred to the 
special and brought to town at once. 


Yours very respectfully, 


109 words to be dictated in 52". 
109 words to be typed in 3'-38". 


LETTERS UNDER THE DOUBLING PRINCIPLE. 


35. 

(Your own heading) 

Mr. Orlando Harrison, 
Concord, N. H. 

Dear Sir: : 
Dr. David Jordan, an orthodox minister, celivered a 
sermon last Sunday evening, which challenged the admiration of 
all. de spoke at length of the implicit trust we should al) have 
in our Lord and Savior Jesus Christ, and or the celestial sphere, 
as a realm where the rainbow never fades, where the stars will 
be spread out before us like islands that slumber in the ocean, 
where the peautiful creatures which now pass before us like 
shadows, .will stay in our presence forever. 

At the close of the service he addressed a prayer to the 
omnipresent, omnipotent and omniscient Almighty God to sanctify 
our efforts for the establishment of His kingdom upon earth, and 
the ultimate salvation of all in that habitation not made with 
hands, eternal in the heavens. 


Very truly yours, 


140 words to be dictated in 1'-7"- 
140 words to’be typed in 4'-40", 


36. 
(Your own! heading) 
Mr. Arthur Tyler, 
Juneau, Alaska. 
Dear Sir: 

In reply to your letter of the 9th inst. we beg to 
state that our friend, Mr. Smith, received an anonymous let- 
ter a few days ago from some malignant busybody, which was, in 
all probability, written for the purpose of intimidating him. 
The letter had but little weight with him, and he is now thor- 
oughly convinced that the association is all right. 

It was at first thought that Mr. Beckman was the author of 
the letter, but in conversation with him today he stated that he 
was at all. times willing to do his utmost for the welfare of the 
association; that he had no desire, whatsoever, to antagonize the 
members, or to take any course repugnant to their wishes. Mr. 
Smith will probably send in his application within a few days. 


Very truly yours, 


145 words to be dictated in 1'-10". 
145 words to be typed in 4'-50". 
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Sle 
(Your own heading) 
Mr. Alexander Polk, 
Salem, Oregon. 
Dear Sir: 

I am in receipt of your letter of the 20th, and in 
response to same would say: I have seen the performance to which 
you refer, and was very much impressed by it. The leading star 
is a dignified gentleman of great personal magnetism; but, I 
imagine, a trifle eccentric. His remarks were clear and per- 
spicuous, and he spoke with great distinctness. He was very p 
popular with his audience and received liberal applause. It is 
said that he is the author of the production, which was written 
while he was a student at the university. 


Yours very truly, 


104 words to be dictated in 50". 
104 words to be typed in 3'-28". 


38. 
(Your own heading) 
Mr. Walter Taylor, 
Salt Lake City, Utah. 
Dear Sir: 

Your letter of the 15th received. I was very much 
astonished to find so many invalids in your state, and intend, 
sometime in the near future, to establish a hospital where de- 
formed persons and others may receive first-class treatment. 

The site, which has been selected, is one of perpetual and 
tranquil beauty, being situated in the center of a small valley 
at an altitude of 5,000 feet above sea level. Neither time nor 
expense will be spared to make this institution the greatest of 
modern sanitariums. 

The medical fraternity has acknowledged that Dr. Charles 
Jones is one of the best physicians in the world. It is expect- 
ed that he will be designated as superintendent, as we have made 
him a magnanimous and magnificent offer. Dr. James is quite in- 
dignant to think that his name was not mentioned in this con- 
nectione Will give you further particulars from time to time as 
we progress with the work. 


Respectfully yours, 


170 words to be dictated in 1'-21", 
170 words to be typed in 5'-40", 


39. 


(Your ow heading) 
Mr. Frederick Fillmore, 


Carson City, Nev. 
Dear Sir: 


I have just received a letter from my esteemed friend, 
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William Riley, a philanthropic and diplomatic gentleman, who 
was at one time vested with plenipotentiary powers in dealing 
with foreign countries. He writes that he would be pleased to 
have the privilege of appearing before this intelligent assembly 
on such an auspicious occasion, and will take pleasure in relat- 
ing his experience with those wild and barbarous tribes, which 
have been so long noted for their barbarism. He will also illus- 
trate their barbaric mode of warfare by a number of stereopticon 
views, which should prove interesting, as well as instructive. 
Trusting you will be able to attend, I remain, 


Yours very truly, 


120 words to be dictated in 57". 
120 words to be typed in 4'. 


40. 
(Your own heading) 

Mr. Robert Pierce, 

Guthrie, Okla. T. 
Dear Sir: 

I am in receipt of your letter of inquiry regarding 
Dr. Henry James, and in response to same would say: I am inti- 
mately acquainted with the young man and know something of his 
history. His father and mother died when he was quite young, 
leaving Henry in sole charge of his little brother and sister, 
which necessitated his leaving school at an early age. Notwith- 
standing this misfortune he tranquilly undertook to cultivate 
his mind by reading and study. At the age of twenty he had ac- 
quired sufficient knowledge to enter college. He was very 
ambitious, punctual, industrious and persevering and won the 
admiration of all with whom he came in contact. At the age of 
twenty-three he was graduated with honors, receiving the degree 
of Me D. I understand he will at once enter upon the practice 
of his profession. I predict a brilliant future for the young 
Mane 


Very truly yours, 


165 words to be dictated in 1'-19". 
165 words to be typed in 5'-30", 


41. 
(Your ow heading) 
Mr. Thomas Buchanan, 
Montgomery, Ala. 
Dear Sir: 

Your letter of the 20th at hand. I note what you say 
in regard to some of the men who are always behind time. You 
should make it a point to see that every man is there on time. 
Remember this: "The best laid plans, the most important af- 
fairs, the fortunes of individuals, the weal of nations, honor, 
happiness, life itself are daily sacrificed, because somebody 
is behind time. Five minutes in a crisis is worth years; it is 
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but a little period, yet it has often saved a fortune or redeem=- 
ed a people. If there is one virtue that should be cultivated 
more than another by him who would succeed in life, it is punc~ 
tuality; if there is one error that should be avoided, it is 
being behind time." 


Yours truly, 


140 words to be dictated in 1'-7". 
140 words to be typed in 4'-40". 


42. 
(Your own heading) 
Mr. Frank Lincoln, 
Tahlequah, Ind. T. 
Dear Sir: 

We have just had a long interview with your entertain- 
ing and enterprising representative, who finally convinced us 
that we could increase our business twenty-five per cent. before 
another winter by carrying a full line of your fancy crackers. 
We have, therefore, given him an order for these goods, and ex- 
pect to make them a feature of our future business. If they do 
not open up to our entire satisfaction, however, we have the 
privilege of returning them at your expense, in-accordance with 
his proposition to us. 

Trusting you will forward the goods at an early date, we 
remain, 


Very truly yours, 


112 words to be dictated in 54". 
112 words to be typed in 3'-44", 


43. 
(Your own heading) 
Mr. Jacob Johnson, 
Frankfort, Ky. 
Dear Sir: 

We are in receipt of your favor of the 18th inst., and 
would be pleased if you will kindly let us hear from you as 
early as possible if there is anything else we can do in the 
matter. In consideration of the circunstances in this case, we 
hope you will do all you possibly can to complete the work by 
Saturday morning. If you can do better than this in regard to 
time, we shall be glad. Would be pleased to have you return the 
specifications at once; or, at any rate, sometime in the near 
future. At all events, do not let any one get possession of 
them, as it is absolutely necessary that they be returned to us 
in good order and condition as soon as possible. 


Very truly yours, 


140 words to be dictated in 1'=-?", 
140 words to be typed in 4'-40", 
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44, 
(Your own heading) 

Mr. Samuel Grant, 

Indianapolis, Ind. 
Dear Sir: 

Replying to your letter of recent date regarding Mr. 
Smith, will state that I have know the gentleman for some time. 
He was, at one time, engaged as official reporter of the second 
judicial district. He is an expert shorthand writer, and one of 
the best typewriter operators in the world. In 1890 he was 
elected inspector of schools for a term of four years. In 1894 
he became a director of the Second National Bank of San Fran- 
cisco. It was about this time that he invented an improved sep- 
arator for a combined harvester, which, I'think, proved very 
remunerative . Being a fluent speaker, in 1898 he entered the 
lecture field and is now recognized as one of the greatest ex- 
horters and educators in the country. 


Very truly yours, 


145 words to be dictated in 1'-10". 
145 words to be tyned in 4'-50". 


45. 
(Your own heading) 

Mr. Alfred Hayes, 

Richmond, Va. 
Dear Sir: 

In response to your letter of the 20th, will state 
that Arthur Anderson has been in our employ for eight years. 
He at first entered our office as stenographer and typewriter 
operator, but having an excellent understanding of arithmetic, 
he soon acquired sufficient knowledge of book-keeping to assist 
in that work. He was very industrious and persevering and by 
faithful attention to business was, in a short time, promoted 
to the position of head book-keeper. I attribute his rapid 
advancement to his constant determination, patient persistence 
and indefatigable perseverance. I might also state that during 
the time he has been with us, I have never, as yet, founda 
discrepancy in his accounts. 


Yours very truly, 


125 words to be dictated in 1’. 
125 words to be typed in 4'-10", 


46. 
(Your own heading) 
Mr. Richard Garfield, 
Dover, Del. 
Dear Sir: 
° In compliance with your request of tue 16th would say: 
I have just addressed 4 letter to headquarters inquiring whether 
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or not Senator Grant is delinquent at the present time in the 
payment of dues. We have notified him several times in regard 
to this matter, and will know positively within a few days just 
what ‘laction to take in the matter. I do not know whether or 

not the Company will write him from there, but if they do, some- 
thing or other will be done, I assure youe As a matter of fact, 
this matter should have been straightened out three months ago. 
I think, perhaps, I may be able to give you the necessary in- 
formation within the next few days. 


Very truly yours, 


135 words to be dictated in 1'-5". 
135 words «o be typed in 4'-30". 


47. 
(Your own heading) 
Mr. Stephen Arthur, 
Washington, D.C. 
Dear Sir: 

I am in receipt of your letter of the 10th, and in 
response to same, would say: We will place the matter before 
the Board of Directors and Stockholders of the Association at 
its next reguiar meeting, as we do all such matters, and some- 
time in the near future you may expect to hear from them in re- 
gard to the matter. If there is anything else we can do for 
you in the meantime, would be pleased to hear from you, as we 
are at all times willing to assist our patrons in such matters. 

Trusting your claims will be amicably adjusted sooner or 
later, we remain, 


Very truly yours, 


120 words to be dictated in 58". 
120 words to be typed in 4'. 


Letters containing Intersected Phrases. 


48. 
(Your own heading) 

Mr. Robert Cleveland, 

Harrisburg, Pa. 
Dear Sir; 

Your letter of the 2lst received. I find that the 
Standard Oil Company shipped to John Smith & Company by the 
American Express Company, 5,000 gallons of oil on the 30th ult. 
Why they have not received this I cannot understand. It seems 
to me that the railroad Company is responsible for the delay. 
I have sent out a tracer, however, and will let you know in a 
few days the condition of affairs. I think it would be well 
to place all future orders with the California Transportation 
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Company, as it would be a great advantage to you, not only in 
securing better freight rates, but also quicker service. 

Trusting you will bear this in mind in shipping future 
orders, I remain, 


Very truly yours, 


135 words to be dictated in 1'-5". 
135 words to be typed in 4'-30". 


49. 
(Your own heading) 
Mr. James Harrison, 
Trenton, N. J. 

Dear Sir: . 
Replying to your letter of the 15th, I beg to inform 
you that the Relief Society will unite with the Benevolent 
Society in entertaining the Mutual Aid Society at the rooms of 
the Medical Society sometime in the near future. Lf yit. ds not 
asking too much, would be pleased to have you make the neces- 
sary arrangements with the Singing Society to be present at that 
time. All members are requested to meet at headquarters at 
seven P.M. The line of march will be up Hazelton Avenue to 
Miner Avenue, from Miner Avenue to’Lake Avenue, and from Lake 
Avenue to Central Avenue, and thence to the rooms of the Medi- 
cal Society. 

Trusting you will attend to this matter at once, I remain, 


Very truly yours, 


140 words to be dictated in 1'-7". 
140 words to be typed in 4'-40". 


50. 
(Your own heading) 

Mr. Raymond McKinley 

Hartford, Gonn. 
Dear Sir: 

Your favor of recent date received and contents noted. 
We beg to inform you that the Benevolent Association has made 
application to the Building Association for a loan for the erec- 
tion and completion of a substantial three-story brick structure 
for the Young Men's Christian Association. The Finance Committee 
will report to the Executive Committee at its next session, and 
we will know very soon now whether or not we are to go on with 
the work. I do not think there will be any trouble in securing 
the necessary funds, as the local association can give ample 
security. 

At a special meeting of the Board of Directors of the As- 
sociation, which was held at the rooms of the Board of Trade, a 
vote of thanks was tendered Mr. Sanderson for his very liberal 
donation. 

Cordially yours, 
145 words to be dictated in 1'-10". 
145 words to be typed in 4'-50". 


124 PARKER’S MANUAL OF SHORTHAND 


KEY TO LETTERS IN PART I. 


51 
(Your own heading) 


Mr. Herman Roosevelt, 

Montpelier, Vt. 
Dear Sir: 

Replying to your letter of recent date, I beg to state 
that Prof. Henry Jonnson has been elected President of the Amer- 
ican Exploration party, which will. leave shortly on an extended 
voyage to the Arctic Ocean. Prof. Johnson is an experienced 
navigator, having traversed the Atlantic and Pacific Oceans, as 
well as the Indian Ocean a great many times. In my opinion the 
Board of Directors used excellent judgment in placing Prof. 
Johnson at the head of the Exploration party. I feel sure that 
in his scientific research he will bring back valuable informa- 
tion to the Government. During the Spanisn-American war he made 
a number of important surveys, or marine charts, which material- 
ly aided tne War Department in locating the enemy. 

With best wishes, I remain, 


Respectfully yours, 


135 words to be dictated in 1'-5". 
135 words to be typed in 4'-30". 
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The following form for addressing envelopes are the most 
popular. The operator should see that the envelope is held 
firmly against the platen by means of the envelope holder, or 
the writing will not present a neat appearance. 


Mr. James Thompson, 
1012 Pine St., 
San Francisco, 


Cal. 


Geo, Henry James, Esq., 


Dover, 


Morris Co. 


ey (Ole Asiopre GRC, New Jersey. 
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TESTIMONY 
of 
Ji OSH ENG eis Oh cece He 
Called for the Prusecution and Sworn. 
DIRHCT EXAMINATION, 


Mr. Jones: Q. You may state your name? A. John F. Smitn. 
- What is your age, Mr. Smith? A. Twenty-three. 
« Where do you reside? A. I reside in San Francisco, 123 
Van Ness Avenue. 
Q. What is your occupation? A. I am a shoemaker. 
Q@. How long have you been a resident of San Francisco, Mr. 
Smith? A. Oh, quite a number or years, seven or elignt years, 
I presume. 
@.e Seven or eight years? A. Yes sir. 
@. Do you know the defendant in this case? A. Yes sir. 
Q. How long have you known him? A. I have known him, I 
should judge, about three or four years. 
Q. Do you remember whether or not you saw this defendant on 
the 16th day of December of this year? A. Yes sir. 
Q. Where did you see him? A. I saw him on Mission Street in 
front of Brown's book store. 
Q. What time of day was it that you saw him? <A. As near as I 
can judge, it was about half past two in the morning. 
Q.» About half past two on the morning of December 16th, 1901? 
IN MOEN Bieber k 
Q. What was he doing at that time? A. He wasn't doing any- 
thing that I know of. 
Q@. Did you have any conversation with him at that time; if so, 
please state to the Court and Jury what was said? A. Well, I 
don't know as I recollect all that was said. 
Q. State as near as you can the conversation? A. Well, at 
that time I says to him, says I, "It seems to me you are keep- 
ing pretty late hours, Jack," and he says, "Oh, I don't know," 
he says, "I very seldom lose anything by it. It pays pretty 
well, sometimes," says he, "to keep awake while others sleep." 
And I says to him, “How is that," and he says, "That is all 
right, I don't propose to let you into the secret." He says, 
"You kmow there are tricks in all trades," and with that I left 
him and walked up the street. 
Q. Are you sure that was the extent of the conversation? 
A. Yes sir; as near as I can recollect that was the extent of 
the conversation. 
Q. When you left him where did he go? A. I could not tell 
you that, but think he went into the saloon, the Grotto saloon. 
Where is this saloon situated, the Grotto saloon? A. The 
Saloon is right next to the book- store, between the book-store 
and the grocery-store. 
Q. Between the book-stcre and grocery-store? A. Yes sir. 
Q@. Was he under the influence of liquor at the time of this 
conversation? A. No, sir. 
Q. Then you are not positive that he went into the saloon? 
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You could not swear to it? A. No, sir; I am not positive of 
that; I could not swear to it at all; my recollection is not 

clear on that point. 

Q. State whether or not he said anything to you about going 

to a restaurant? 


Mr. Brown: I object to that, if your Honor please, upon 
the grounds that it is incompetent, irrelevant and immaterial. 


The Court: The objection is overruled. 
Mr. Brown: I take an exception. 


A. No, he didn't say anything to me at that time about going 

to a restaurant, it was another time- another conversation. 

Q- A subsequent conversation? A. Yes: sir. 

Q. When was that? A. Late in the afternoon. 

Q- On the same day? A. No, sir; that, was the next day. 

Q- The next day, that would be the 17th? A. Yes,sir; the 
17th. 

Q. What time of day was it that you had this second conversa- 
tion with him? A. As near as I can remember, it was about - 

I don't recollect, I could not state the exact time, but think 
it was somewhere between eight and nine o'clock that evening. 

Q@. Ihe evening of the 17th? A. Yes, sir. 

Q.- Where did this conversation take place? A. The second 
conversation took place in front of the First National Bank 
building on Sacramento street, right opposite Black's drug- 
store. 

Q. The First National Bank building? A. Yes, sir. 

Q@. Do I understand you to say it was between eight and nine 
o’clock that evening? A. Yes, sir; I think so. 

Q. You may state the conversation that was had at that time. 
What did ne say to you, and what did you say to him? A. Well, 
there wasn't very much said. I asked him if he had made any- 
thing the night before and he said yes, he had made consider- 
able, and he then asked me if I would go to the Palace res- 
taurant with him for dinner. 

Q. How long were you in conversation with him this second time? 
Ao Oh, we weren't talking long, probably in the neighborhood of 
three or four minutes. 

Q. Was there anybody else with him at that time? A. No, sir, 
nobody else. 

9. Did you zo to dinner with him? A. No, sir. 

Q. Why did you not? As» Well, I told him it would be impossi- 
ble for me to go, as I had a very pressing engagement. 

Q. Isn't it a fact, Mr. Smith, that you went to dinner with 
this defendant? A. No, sir; I did not. 

Q. I will ask you whether or not he displayed any money at that 
time? A. Yes, sir; he displayed considerable cash. 

Q. Do you know of your own knowledge how much. A. I could not 
state the exact amount. 

Q. Was it all gold or silver? A. I velieve it was all gold. 
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Q@.- Do you know the denomination? A. I don't understand the 
question, what do you mean by that? 

Q- Do you know whether or not they were five, ten or twenty 
dollar gold pieces? A. Looked very much to me like twenty 

dollar pieces. 

Q- Did he not offer you this money for the purpose of safe 

keeping? 


Mr. Brown: I object to that, if your Honor please, upon 
the grounds that it is incompetent, irrelevant and immaterial, 
and upon the further ground that it is leading. 


The Court: The objection is sustained. 
Mr. Jones: I note an exception. 


Q. Then, according to your best recollection, they were twenty 
dollar gold pieces, were they not? A. According to my best 
recollection, they were twenty dollar gold pieces, yes, sir. 

Q. Isn't it the case, Mr. Smith, that you had another conver- 
sation with this defendant later in the evening? A. No, sir 
Q. Then, as I understand it, you had.but two conversations, 
one on the 16th and the other on the 17th? A. Yes,sir; that 
was all. 

Q.- According to the best of your recollection, that was all 
the conversation you had with him? A. Yes sir. 


it not? A. Yes sir. 

Q. All that you have testified to occurred in the City and 

County of San Francisco, State of California? A. Yes sir. 
Mr. Jones: I believe that is all. Take tne witness. 


1225 words to be dictated in 8'-10". 
1225 words to be typed in 30'. 
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